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without a Remington Rand Line-a-time copyholder | 


Old-fashioned copyholders make you twist and turn unul your neck 
and shoulders ache—your eyes smart from strain. As you tire, you may 
become more irritable and prone to needless errors. By taking a straight- 
forward approach to your typing, however, and asking your boss to in- 
stall a Line-a-time at your typing station, you'll fee! the difference! He'll 
profit through your increased efficiency, accuracy—and many more 


smiles from you! 


Send for free folder “Fresh As A Daisy” to: 
Remington Rand Inc., Room 1620, 315 
Fourth Ave., New York 10, N.Y. 

















MEMO TO: Miss Brooks 
SUBJECT: you 


In every male there's a silent voice that 
tells him he is Lord and Master, the axis 
round which his private world revolves. 


The admission doesn't come easily——but I'm 
spoiled. It's high time I broke down and 
thanked you for not undermining my little 
illusion that I'm Lord and Master at this 
desk. So thanks... 


—— for those big little things like knowing how 
to spell and punctuate and type letter- 
perfect really fast 


-—— for never seeming to mind how much I dictate 
and never falling behind in transcription 


-—— for being as enthusiastic about dictating 
machines as I am 





















for smiling when I need a smile and 
listening when I want an audience 


—— for proving that with you and my 
Dictaphone TIME-MASTER "5" I can 
be sure that once it's said, 
it's done-——in a hurry and right 





-—— for managing to be both efficient 
and feminine without being too 
obviously either 


—— for all the wonderful things you 
are and do that make me a very ; 
happy lower-case lord and master. ( 


Gratefully, 





DICTAPHONE” 


GREATEST NAME IN DICTATION 










. °o < ho Corporation 
Dictaphone and Time-Master are reg. trade-marks f Dictaphone rporati 
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~* OUR COVER-If the secretary on 


our cover looks familiar to you, 
there’s a good reason for it. She’s none 
other than the well-known movie and 
television star Ann Sothern. But perhaps, 
nowadays, Miss Sothern is better known 
to you as Susan Camille McNamara, sec- 
retary to theatrical agent Peter Sands 
(actor Don Porter) on the CBS television 
show, “Private Secretary.” In our lead 
story this month, author James Joseph 
takes you behind the scenes of this popu- 
lar show and tells you all about “The 
Private Secretary Who Can't Type.” 
What??? Yes, that’s exactly what the title 
is—the story begins on page 11. 


Secretarial Award 


THE ADVERTISING TRADES INSTITUTE, 
inc., has announced Lucille Whittemore, 
secretary at Necchi Sewing Machine Sales 
Company, as “Sales Secretary of 1954.” 

The judges who determined the win- 
ner of this award were Con Gebbie, The 
Gebbie Press; Edgar Hall, McGraw-Hill 


Publishing Company; John Holden, As- 





Sales Secretary of 1954 


sociation of Advertising Men and Wom- 
en, Inc.; Henry Van Buren, Metro Group; 
and Thomas B. Noble, Chairman of the 
a ee 

All contestants were rated on their ef- 
ficiency, initiative, personality, value to 
entire organization, value to immediate 
superior, value to sales force, ability to 
make decisions, customer relations, tele- 
phone personality, and popularity. Mrs. 
Whittemore, who received the highest 
total rating for all these classifications, 
was presented with her award at a spe- 
cial reception that was held at the Bilt- 
more Hotel. She was additionally hon- 
ored at the Sales Aids Show in New York 
City by the more than 10,000 sales, ad- 
vertising, and promotion executives who 
were in attendance. 


A Short Intermission 


DuRING THE NEXT month or two, you 
most probably will notice a number of 
unused desks throughout your office. 
These desks will have been vacated by 
people who are taking a short respite 
from their workaday cares. They will be 
enjoying that good old American cus- 
tom, the annual vacation with pay. 











When it comes time for you to vacate ' 
y on your desk and favorite typewriter, we | 
you, hop you will be he iding for one ot the ? | 
one nicest vacations you have ever had. To | 
and help you with youl plans, we asked | 
ADS, Marion Noyes to prepare a vacation arti- | 
own cle packed with suggestions and worth- | 
sec- while information. On page 14, therefore, 1 
inds vou will find “The Two Shortest Weeks | 
ision in the Year,” and between these lines aré | 
lead our sincerest wishes that you “have fun.” | j 
seph | q 
opu- It’s New | i 
‘The 
pe.” On pace 9, Madeline S. Strony, who / 
tith is a well-known secretarial advisor, au- 


thor, and lecturer as well as being a regu- 
lar contributor to the pages ot Topay § 
SECRETARY, begins a new series of arti 


cles this month, presenting a variety of | 


UTE, secretarial case histories 

10re, Her first contribution, entitled “The 

Sales Case of the Mounting Mail Pile,” de- 

54.” scribes a secretary who had one particu- i 

win- lar failing in her handling of correspond- 

The ence. Mrs. Strony gives vou a chance to 

-Hill think of a solution to the problem; and \ 
\s- then, in the back of the magazine, she f 


vives vou her own expe rt advice on the 
subject. In this issue she invites vou to 
natch wits with Miss Foster and see who 


s the better secretai 


NSA Convention 














MIEMBERS OF THE NATIONAL SECRE- 
rARIES ASSOCIATION will be swarming to } 
New York City towards the end of July TF : 
The reason is their national convention, gnr TT Wy 
which will be he Id at the Waldort-As- r 
toria Hotel July 21 through 24. Lil L 
An interesting program that will be both 
educational and entertaining is planned —e faelateitiai-te by your i Zolatel fale bed siete hYdei a atela) atoll } 
for members. In addition, there will be : 
exhibits by many manufacturers to show | ’ 
a uae ix dee cee reveals the truth about your carbon paper! You'll 
will also be plenty of free time allowed . 
Sa Gains eal anand eas eae see how Panama-Beaver Carbon paper lightens your 
the city and its show spots for the con- . ° . 
cciGaa Ws hues anes te typing chores as much as 50% by producing sharper, | 
Vom- some of vou there . . ° » ( 
veils dia iia more legible copies . . . how it permits the cleanest i] 
- 
yt the | 
erasures ever relate, cy fe] ok} carbon smudge |! : 
‘ir ef- TYPEWRITER DRAWING ! 
ue to j 
ediate Mien < could ste HAVE THE PANAMA-BEAVER MAN SHOW YOU } 
ity {0 ye , 7 ”P THE EYE-OPENING ‘‘SPLIT COMPARISON TEST’’... 
tele- reading these hair- 
M s aa ce 
so os raising mystery in your office, at your typewriter, without obligation and receive FREE 
pm thrillers!!!" 
itions, silk the patented ‘‘Racer-Arm"’. Just fill in the coupon below and mail ; 
, ath. a A iZololo haem elt | Mel-MelloloMh Ze] mel lok. 
put- | a2 
hon- oe 
y York ¥ o 


MANIFOLD SUPPLIES CO. 


s, lag 6 /) /? | 
s who | \s PANAMA- BEA VER 19 — New York ~ N. Y. al 
= Yilbtond atina QT ipanen arene | 


receive my FREE ‘‘Racer-Arm”™’ 


Coast to Coast Distribution 





you Nome | 
ber o = MAnlIFoLp SupPuies Co. asa | 
ce. ve treet : 
ber 19 Rector St. ony | 
a New York 6, N. Y. State... 
V1 ye 
n cus- --Florence Buehler 
y. 
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Reduce Your Typing, Mailing and Filing Expenses. 





Send for Samples 











> 2 Sometarios Love 





@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 
without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7” wide, 914” high, 
5” base. So low in cost .. . you can afford 


one for every typist. 


ORDER NOW by moil if not available 
from your stationer. 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 


720 S. Dearborn Street Chicago 5, Illinois 











GO PLACES with Weldon Robeils Enananr 





Weldon Roberts Erasers Correct Mistakes In 
KNOW SOUTH AFRICA 
for its places, people, commerce, indus- 
try! South African businesses have long 
appreciated and used the world's finest 
erasers—Weldon Roberts Erasers—which 
correct mistakes cleanly and quickly. 


iny Language! 


Ask your office manager or stationer for 
Weldon Roberts Erasers to correct mis- 
takes in shorthand, typing, handwriting! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 


JET ERASER. Cylindrical stick eraser in trans- 


parent plastic holder. Tip unscrews so eraser can 
be moved outward. Red rubber for pencil erasing 
and carbon copies; gray rubber for typing and 


ink, Pocket clip and whisk brush styles. Refills. 


Enanwus 


Correct Mistakes in Any Language 
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VACATION 
With Double Pay 


ERE is a vacation idea for two 
tvpes of the 
lucky girl who has a long vacation 
(at least two weeks, but better still 
three or four) or the unlucky girl 
who finds that, when vacation time 
rolls around, her bank account is 
no match for her holiday dreams. 
If you are in either of these cate- 
gories, you may be interested in 
working at another job during all 
or part of your vacation. Not just 
any drab old job, but a new, in- 


secretaries — 


triguing one where you can occa- 
sionally squeeze in some play. 

Can you picture yourself as a 
camp counselor, romping over the 
hills with a group of youngsters, or 
in a camp administrative job where 
youll get plenty of clerical work 
but also a good portion of time oft 
to enjoy the outdoor facilities? 

For further information, contact 
a camp association (such as the 
New York Camp Association in 
New York City) or the camps 
listed in newspaper advertisements. 

Or how about a convention job? 
Say you are presently working in a 
real estate office. Directories of the 
conventions being held all over the 
country are usually available there. 
Maybe there's going to be one in a 
city you would like to visit. Drop a 
line to the convention chairman 
and tell him of your experience in 
this field and of your interest in 
working at this convention. Recent- 
ly in Tucson, Arizona, a convention 
committee had to comb the town 
for a secretarial staff. They were 
paying $1.50 an hour, with plenty 
of time free to take in rodeos and 
desert picnics. 

Another way of choosing a con- 
vention job is to decide on the 
place you would like to visit and 
then write the Chamber of Com- 
merce for a list of the conventions 
being held in the city of your 
choice during your vacation. 

Try to contact as early as pos- 
sible the officials of the particular 
convention or camp you choose. 

Vacation is a breathing time, 4 
time to relax and unbend. But 
sometimes just a change—a definite 
change in routine—will relax you 
as much as two weeks of loafing.— 


Fanny McDougall 











ff 


ct 
he 
in 
ps 


on- 
the 
nd 
ym- 
ons 


pur 


\OS- 
ilar 


But 
rite 
you 


o— 
kn? 











Installation and Operating Procedure 
of the Smead Super- System 





THE SMEAD MANUFACTURING CO. INC 
LOGAN, OHIO - - - HASTINGS, MINN 





room lectures. 


study at all times. 


last for years. 


" Smead 


MANUFACTURING CO., INC. 
HASTINGS @® MINNESOTA 
LOGAN @ OHIO 





This chart is of sufficient size to permit easy 


The “Super System Chart” is mounted on 





THIS 
DEMONSTRATION WALL CHART 
WAS MADE FOR YOU 


WHAT DOES IT DO? 


TIt illustrates (in full color) a Modern 
Filing System. 


Size of Panel approximately 24" x 40” 2 It illustrates and shows the purpose and 


use of the Primary or Alphabetical 
Guides—The Miscellaneous File Folder 
—The Individual Name Folder—The 
Special Name Guide—The Common 


. Ce al . . . Nz 2 G i > ee i ig y i as ——. y . 
identification of demonstration in large class- Name Guide—Auxiliary Guides—The 


Common Name Miscellaneous Folder— 
The Outguide, ete. 


3It shows where certain types of corre- 


As a wall hanging it is available for individual spondence should go and why, 


4 It tells where to put numbers and names. 


5 With this chart comes a series of folders 
containing helpful information on filing 
methods: 


heavy board—framed and lacquered. It will (A) Alphabetical (B) Geographical (C) 


Chronological (D) Numerical. 


$5.00 purchase price (includes series of 
filing folders.) (Shipping charges pre- 


paid.) 


ee ee eee ee 


Smead Manufacturing Co. Inc. 

Hastings, Minn. 
Gentlemen: 
Yes, we want you to send us the full color demonstration 
chart demonstrating the use of “The Super System” 
prepaid at $5.00. 


Purchaser 
Address 
City 


State 


— oe kone 


Attention of 


Enclosed Payment ( ) €.0.D. ee © 














TODAY’S SECRETARY @ June, 1954 


uw 

















6 





l 
| 
| 
| 
\ 
| 
| 
| 
4 


Le ae oe oe 


Be ee ee ee ee 





Tv's the new Morris miracle SAFE-T- 
SET with the exclusive safety feature. 
Tip it... tilt it... turn it upside down. 
Won't spill. Won't leak. It’s Puddle- 
Proof! The Morris SAFE-T-SET be- 
longs on every office desk. Saves soiled 
clothing, spoiled tempers. Handsome 
modern design in your color and the 
pen with a point in your favor,a Morris 
hard-tip point. Will hold full two- 
ounce ink supply and built with office 
rough treatment in mind. The new 
Morris puddle-proof SAFE-T-SET is 
manufactured by the foremost name in 
the field of matched desk top equip- 
ment. Your stationer can supply you. 
See him today. 


The leading makers of desk top equipment. 


BERT M. /M\orRIS CO. 


8651 WEST THIRD STREET, L.A. 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 














jj ASKS 





MADELINE S. STRONY @® R. ROBERT ROSENBERG @ E,. LILLIAN HUTCHINSON 


CHARLES E. 


ESSIE: Hello friends. Welcome to 
Tree June meeting of our secretarial 

clinic. I love June! Besides being a 
month when sunshine and flowers abound, 
it is also the month of June graduates, 
June brides, and June vacations. But 
my mission here is not to give a dis- 
course on the month of June—I’m here 
to help you with your secretarial prob- 
lems. So, shall we begin? 


OvuR FIRST QUESTION is for Doctor Rosen- 
berg. A secretary in New York asks, 
“Would you please settle an argument 
between another 


secretary and myself? 





Last week my employer received a note 
from a customer that read in part, ‘I, 
Henry O'Neill, promise to pay, etc.’ The 
note was written by Henry O'Neill but 
was not signed by him in the customary 
place in the lower right-hand corner. 
I said that because of this the note was 
not valid or negotiable. The secretary at 
the next desk said that it was valid. We 
decided to ask Doctor Rosenberg.” 

ROSENBERG: The secretary at the next 
desk is right, Tessie. You see, although 
it is customary for the maker of a note 
to sign in the lower right-hand corner, 
the note will, nevertheless, be negotiable 
if the maker signs his name on any part 
of the instrument. 


Tessie: Mr. Zoubek, here is a ques- 
tion from a reader in Missouri. “Do you 
think it is possible for a shorthand student 
to become a poor speller? I never had 
any trouble with spelling until I took 
shorthand. We were taught to write only 
what we hear, and I’ve gotten so used to 
doing this that I even do it when I write 
longhand. Is this a disadvantage of learn- 
ing to write shorthand?” 

ZouBek: Studies over the years indi- 
cate that the learning of shorthand does 
not have any adverse effect on spelling, 
Tessie. One thing that shorthand seems 
to do, however, is to make a student con- 
scious of the fact that his spelling is a 
little shaky. In most high schools, spell- 
ing is not an important factor. The his- 
tory teacher, the economics teacher, or 
the arithmetic teacher doesn’t worry too 
much if the students cannot spell. They 
are interested in his mastery of the sub- 
ject matter. In shorthand, however, spell- 
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ing is vital, because a stenographer who 
cannot spell is definitely handicapped. All 
that this young lady needs is some con- 
centrated study or review of spelling. 


Tessie: Here is a question for Doctor 
Lloyd from a secretary in New Hamp- 
shire. She writes, “My employer expects 
me to put extra carbon copies that are to 
be sent out on his desk with the original 
letter to be signed. I don’t think it is 
necessary for them to be signed. Can you 
tell me whether they should be?” 

Lioyp: Whenever an employer asks to 
have the extra carbon copies (or any- 
thing else) placed on his desk, a good 
secretary automatically does what he asks, 
Tessie. It is not necessary to send a car- 
bon copy with an original letter, except 
in very unusual or exceptional cases. But 
carbon copies that are to be distributed 
for internal routing are often initialed by 
dictators, although initialing is not stand- 
ard practice. However, many dictators do 
want to have the carbon copies that are 
made for interoffice distribution, in order 
to add a penwritten note on some or all 
of them by way of special explanation. 





It is not customary to place the carbon 
copies with the original on the dictator's 
desk; if, however, for reasons of his own 
a dictator wishes to have them, no secre- 
tary should question this request. 


Tessie: Miss Hutchinson, here is a 
question from a teacher in Vermont who 
would like some advice on the following 
problem: “We have a boy student with 
the unusual name of Glayde Lanson 
Goodright; and, whenever he writes busi- 
ness letters, he gets answers addressed 
to Miss Goodright. Would it be correct or 
permissible for him to preface his typed 
signature with ( Mr.)?” 

HutcHinson: Correspondents who ad- 
dress Mr. Goodright as “Miss” are disre- 
garding the common rule that, in case 
one is not sure of the sex of a writer, the 
prefix Mr. should be chosen. This rule 
should be applied in many cases; for ex- 
ample, Marion may be either a man’s oF 
a woman’s name, and therefore the prefix 
Mr. should be chosen if in doubt. But, of 
course, the owner has no control over 4 
correspondent’s disregard of rules. 
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Which File 
of Papers 





Is Yours? 


Banish forever soft folders, loose filing 
and lost and mislaid papers. ACCOBIND 
using ACCO fasteners of soft, pliable 
steel and ACCO folders and binders of 
fine genuine pressboard. 
Simply punch your papers with a stand- 
ard two hole punch, place them over the 
prongs of an ACCO fastener in an ACCO 
folder and you have filing at its finest. You 
have neatness. accessibility and, first and 
foremost, security. Remember...4N ACCO 
BOUND PAPER IS A SAFE PAPER. 
ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 


ACCO punches 


and other filing supplies 
| q 
ACCO 
PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada: ACCO Canadian Co., Ltd., Toronto 






























How to Make 
INVISIeLe 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


~ fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 














The Eraser Co., Inc. 
1068 S$. Clinton St., Syracuse 4, N. Y. 








Our first suggestion, Tessie, would be 
that, since Mr. Goodright is a youth just 
starting his business life, he change the 
form of his name to “G. Lanson Good- 
right.” That would remove all doubts. If 
he does not care to do this, the only 
alternative would seem to be to preface 
his typed signature with (Mr.), which, 
of course, is almost neve! done. 


Tessie: Here is a question for Mrs. 
Strony. A secretary in Ohio would like 
to know if it is proper to ask the party 
on the other end of the telephone line, 
“Who's calling?”? 

Strony: Well, Tessie, to use just those 
words is a little rude. It leaves the im- 
pression that, if the person isn’t impor- 
tant enough, he may not get through. In 
the case of many executives, they wish 
to know who is calling in order to greet 
customer or client by name. Regardless 
of the reason, the following is suggested 
rather than just, “Who’s calling?”: 

“May I tell him who is calling, please?” 

This gives the impression that you just 
wish to identify the person and that he 
will go through. 

In a quotation from a training manual! 
put out by the telephone company, the 
following is suggested 

“Don’t ask, “Who is calling,’ only to 
add, ‘He’s not in,’ when you find out it 
is someone that your boss wishes to avoid. 
A better way might be to say, ‘He isn’t 
available just now. May I tell him who 
called?’ Then, if it is someone to whom 
he is available, you can say, ‘Just a mo- 
ment; I can get him for you now.’ ” 


Tessie: Here is a question for Miss 
Hutchinson, from an instructor located in 
the state of Washington. She writes that 
she recently saw the following sentence 
in a workbook she uses in class: 

He said, “I read the article “Nylon 

Magic.’ ” 

She is concerned over the fact that the 
comma has been omitted after the word 
article. She herself has always followed 
the rule that nouns in apposition should 
be set off by commas, or their equivalent. 
She says that she also has noticed that 
most sources use a comma after the noun 
immediately preceding material in quotes. 

Hutcuinson: In the type of sentence 
just quoted, Tessie, our editors would 
have inserted a comma after the word 
article to indicate apposition. However, 
when a following noun is very closely 
connected with the preceding noun, so 
that the sense would not be complete 
without the added explanation, the com- 
ma may be omitted; as in: 

my sister Eileen 
Mary herself 
the year 1954 
the word “separate” 

It may be that the author of the sen- 
tence quoted had this interpretation in 
mind. 


Tessie: And with that, we'll say au 
revoir. It’s been lots of fun having you 
at our meetings each month, and we 
hope you'll rejoin us this coming Sep- 
tember, when we'll call you all to order 
once again and try to solve your secre- 
tarial problems. Until then, though, meet- 
ing’s adjourned! 
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r——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER” 
combines highest quality 
CARBON PAPER plus 
patented collating feature 
insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 











You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
and ribbons of every color for 
every machine known to the 
market. 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner or write on your letter- 
head to HOME OFFICE... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 
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A CONFIDENT PROMISE BY 7 
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Dictation 


ster 


WE HAVE FULFILLED this promise to 


many thousands; we are ready to make 


\ Wise 


yo gu can take 
® 






good with YOU, whatever your present rate of 
speed. In your Spare time—AT HOME—with- 
out spending much money and without annoy- 

ing others—you can UP your speed and, when 
you ask for a raise in pay, make it HAPPEN! 


Here is one of the swiftest and most pleasant methods 
yet devised for gaining shorthand speed. completely 
independent of anyone but yourself. Developed by 
professional court stenos. set down in accelerating 
speeds on 78 rpm or 33-1/3 rpm discs. playable on 
your own phonograph—no waiting for someone to 
get time to dictate to you! Used and endorsed by 
nation’s leading schools. You listen. vou WRITE 

faster and faster as this delightful system grows into 
your daily life. Precision timed, planned repetition 
practice trains your hand to write more rhythmically. 
develops that automatic reaction vital to efficient 


shorthand technique. 


’ ‘ ve ve . . 
Unbreakable RCA-Victor Vinylite Dises 
(45 minutes of dictation on each L.P. disc) 

Never a dull moment with Dictation Discs! Assign- 
ments are businesslike, plausible—downright nat- 
ural! Graduate from 60 to 80 to 100 to 120, even 
up to court speed—loving every minute of the time 
vou spend at this profitable, planned repetition 
practice! Make your own breaks. 


USE COUPON TODAY J ~~ 


DICTATION DISC CO., 


Box 637, Church St. Sta., New York 7, N.Y. 





12” Standard 78 rpm 12” Long Play 3344 
$2.50 each $5.00 each 
No. 1 60 & 70 wam No. 1 60 to 90 wam 
No. =a (0 & 80 wam No. 2. 70 to 100 wam 
No. 3 80 & 90 wam a P 
No. 3 90 to 120 wam 
| No. 4 90 & 100 wam ? 
No. 5 100 & 110 wam No. 4 100 to 130 wam 
No. 6 100 & 110 wam |} Complete set $18.00 
No. 7 110 & 120 wam Entire series $33.50 
No. 8 120 & 130 wam |} WEB-COR 3-Speed 
Complete set $18.00 phonograph ......$29.50 


SPEEDS 140 to 250 WPM on request. 





| ABSOLUTE QUALITY GUARANTEE 





Enclose check or m.o. ladd 35c for postage} 
C.0.D. orders accepted 














If you wonder what executives sweat about, see— 


“Mxecutive Suite” 


“NVAMERA MOVES with Erica Martin (Nina Foch), 
as the outwardly cool, poised secretary to Avery 
Bullard, president of the Tredway Corporation. 

CamMERA follows her down the winding, medieval 
oak staircase that joins the two floors of the Executive 
Suite. She steps into a spacious, modern corridor onto 
which open the offices of the vice-presidents. Di- 
rectly opposite the foot of the staircase is a door 
lettered Frederick W. Alderson. Erica steps to the 
door and knocks. 

ALDERSON (off-stage voice): “Come in.” 

Erica enters a meticulously neat and orderly of- 
fice. Alderson ( played by Walter Pidgeon ), behind the 
desk, is groomed with equal preciseness. He is about 
sixty, not a white hair out of place above his lean, 
handsome features. Before him are three other men. 

Erica (to Alderson): “There’s a wire from Mr. 
Bullard— 

Alderson’s face instantly becomes tense, alert. 

Erica: “—calling an executive meeting.” 

ALDERSON: “Tonight?” 

Erica: “Six o'clock.” 


THUS BEGINS THE scRiPT of MGM ’s Executive Suite, 
from the best-selling novel by Cameron Hawley. It's 
one picture that every secretary—especially if she 
hankers for an important post on any firm’s executive 
floor—ought to see. Two reasons: 

Reason One: The film portrays—and faithfully in 
our viewer's eyes—the activities of the executive's 
secretary. Handling problems. Dealing with uneasy 
vice-presidents. Making decisions, and knowing when 
not to make them. Poise, backbone, discernment. 

Reason Two: The film shows, with keen insight, 
the problems of the business executive—the personal- 
ities with which he must compete, the problems over 
which he must sweat, the fears and fights, the ela- 
tion and bewilderment, the guile and the vision. No 
secretary will see this film without having a new ap- 
praisal of what it takes to be a top executive—and a 
new understanding of her role in his career. 

It’s really quite a story. Six vice-presidents aspire 
to the promotion to executive vice-president; and 
before one is selected for the post, the president 
himself dies. Then the fight begins, and the clash 
echoes all along the offices in the Executive Suite. 
Youll like it! Don’t miss it! 
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THE CASE 
OF THE 
MOUNTING 
MAIL PILE 





BY MADELINE S. STRONY 


Beginning a new series of articles by Madeline S. Strony 
(well-known authority on secretarial procedure) that will 
present actual case histories from her own personal files. 


XN A ISS FOSTER was a very busy secretary, Her 


i boss, Mr. Compton, was advertising manager of 
a magazine and did a great deal of traveling. During 
his absence, Miss Foster cleverly routed different mat- 
ters to the proper departments, forwarded her boss 
the mail that he would need on his trip, and kept 
him posted on unexpected developments. 

When Mr. Compton returned from a trip, however, 
he never failed to find a folder of mail on the top of 
his desk with its contents overflowing. This usually 
put him in bad humor, and more than once he had 
said rather gruflly, “It takes me days to wade through 
this stuff, Miss Foster; do I really have to see all this 
mail?” After his last trip Mr. Compton had sounded 
so exasperated that Miss Foster decided she had bet- 
ter do something about it! 


SHE CONSULTED WITH the more experienced secretaries 
in her firm; and, when she had weighed the various 
suggestions, this is what she did. She took a set of 
new folders and labeled each one clearly and distinct- 
ly. The first one she marked Immediate Attention and 
placed in it every letter that was urgent. To each 
letter she attached all the related information avail- 
able, as well as a résumé of any action taken thus 
tar. The next folder she labeled Attend to Not Later 
Than June 10, for she was told that it is better to 
indicate a date instead of labeling the folder To Be 
Taken Care of In Two or Three Days. The latter 
marking often means very little—it depends on when 
Mr. Compton glances at the material in this particu- 
lar folder. 

The third folder was labeled No Immediate Atten- 
tion—To Be Checked Before Filing. This folder con- 
tained the mail Miss Foster was able to take care of 
herself in her boss’s absence. 

\s a result of her efforts, Mr. Compton commented 
several times on how very much pleased he was with 
the new mail arrangement. 

(Could you have done an even better job? Turn to page 


19 to see what additional things Miss Foster might have 
done to simplify the handling of Mr. Compton’s mail.) 
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QUICK, CLEAN, NEAT 


NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There's no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-Kleen tape dispenser, are 
boxed in 1/6”, 2/6” 


ae a 
and 5/6” widths. 





My Name____ 
Company 
Address 


— EE 
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1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 


LAID ON with a finger-touch. 
r- 





2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 
writer... no realigning 


DEALERS—Keep ack quate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery's free 
advertising aids displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


ooo eae aa aaa eee 


| AVERY ADHESIVE LABEL CORP. DIV. 152 


117 Liberty St., New York 6 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kieen Correction Tape 


608 S. Dearborn St., Chicago 5 








“wary 
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from an executive secretary: 
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“Teach the program 


that will 
project 
student 


thinking 


right into the 


or] 


business office” 


COLLEGE 
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SECRETARIAL 


by Place 


and Hicks 


Devaney 


PROCEDURES 
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with Workbook for College Secretarial Procedures 


Teachers and business workers are showing increasing interest in this 


program because of its strong emphasis on Your Future in Business. 


College Secretarial Procedures and its 
accompanying Workbook give the on- 
the-job know-how of adjusting to and 
advancing in the modern secretarial job. 
Replacing lengthy discussion are short, 
direct problems and solutions dealing 


with office procedure, 





special— 


Make this new 





Examine the 
New Fourth Edition of: 


words 


Hagar and Hutchinson 


15-minute-a-day 
spelling and vocabulary program 
part of your English, Typing, and 
Secretarial Practice training. 


human relations, effective 
personality development 
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New York 36, 330 W. 42nd St. 
Chicago 6, 111 N. Canal St. 


. . . and the secretarial basics, such as 
grammar and punctuation. 
teaching unit .. 


A complete 
. no additional materials 
are needed. The Workbook’s lively situa- 
tion problems point up and illustrate the 
text matter. The Workbook directions are 
given right in the text. 

Plan to examine this realistic doing pro- 
gram. Write your nearest Gregg office today. 


Text... 371 pages ... list, $3.00... . illustrated 
Workbook . . . 366 pages . . . list, $2.40 


Filmstrips for Secretarial Training 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


Dallas 2. 501 Elm St. 
San Francisco 4. 68 Post St. 


1954 
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The private secretary who can't type 




















this ! 
ess. Ann Sothern doesn't even know about “the quick brown fox,” | : 
but she has definite ideas about proper secretarial decorum 
1 as 
plete 
rials 
uae BY JAMES JOSEPH ‘M IN LOVE with my boss, what should I...” That from a young 
the | secretary in Madison, Wisconsin. “Should I travel with my boss?” 
, are The letter carries a New York postmark. 
From a Texas oil executive: “Bless you, Susie. Ever since my secre- 
pro- tary tuned your wavelength, she’s become a high-frequency gal. She 
dav. dresses more attractively—has done wonders with her face—has a 
: smile for every client. | wouldn't have believed it . . . t 
Neither would Ann Sothern have believed it . . . that within a year | 
after becoming “Susan Camille McNamara,” private secretary to theat- 
rical agent “Peter Sands,” she’d receive her millionth fan letter. 
Today, as star of TV's “Private Secretary” (CBS), Ann Sothern finds | 
herself confidant to millions of real-life secretaries. She’s mother- 
confessor to girls with problems—problems as real as those Susie | 
solves so adroitly three Sundays monthly, coast-to-coast. Dig into ! 
that mountainous pile of Susie mail and you discover that fully 
St. 70 per cent of it comes from secretaries, or from girls who hope to be. 
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Peter Sands (Don Porter). Susie (Ann Sothern). and 


Paul Picerni (supporting actor in one of the “Private 
Secretary” episodes) relax on stage during rehearsal. 


Susie McNamara. like many real-life secretaries. learns 
celebrities such as Jack Benny. during the course of het 


Paradoxically, the real-life Ann Sothern cant type 
her own name (except hunt-and-peck), scarcely 
knows one end of a Dictaphone from the other, and 
as for Gregg—she once knew a Hollywood director by 
that name. Oh. ves, Ann has three secretaries of her 
own—one of them, private secretary to America’s 
Number One “Private Secretary.” 

Why does Ann Sothern admit being no 9 to 5 whiz? 
After all, most successful actresses would purr, “Why, 
darling, I took six years of night school. type 100 
wam, and I’m a regular demon on the adding ma- 
chine.” Ann Sothern is too downright honest to lend 
herself to such flights-into-fantasy. And it is her basic 
integrity—both on camera and off—that justifies every 
confidence you and your secretarial sisters have put 
in her. She’s possessed of secretarial common sense 
which more than compensates for her inability to 
type a mile-a-minute or scribble shorthand like a 
champion. 

What of the gal in love with her boss? Ann per- 
sonally dictated a reply, “If he’s single and eligible, 
dress your best, be aloof—and let human nature do 
the rest.” But, she warns girl Fridays enamored of 
bosses who happen to have wives, “You’re on dan- 
gerous grounds, Play it fair.” 


cope with 
dav s work. 


When the boss takes a trip. Ann Soth- 
ern believes the secretary should help 
pack his briefcase and make all prepa- 
but should stay behind. 


rations she 





























To the New Yorker who pondered whether to travel 
with her boss, Ann answered, “Never! Unless, as in 
very rare cases, youre but one of several secretaries 
on a traveling assignment. Show your boss the eco- 
nomic truth—that taking you along doesn’t add up 
in dollars or sense. He can hire a hotel's public steno 
fer a fraction of your plane or train fare. He can 
rent a dictating machine and mail work back to you. 
Youre more valuable in the office than wandering 
a convention hotel’s lobby.” 


ANY GAL WHO CAN DISPENSE hard-headed, practical 
advice like that doesn’t need to be a whiz-bang on 
the keyboard. The point is that Ann Sothern takes 
her new career with dead seriousness. She reads— 
and vigorously red-pencils—every script. And, since 
“Private Secretary's” debut on February 1, 1953, there 
have been more than 45 scripts. 

In February, 1954, “Private Secretary” hit 37.9 
on the Nielsen popularity rating—right behind “Lucy” 
—and it is still climbing. There’s plenty of reason for 
this vast popularity. Mostly it’s because Susie Mc- 
Namara is so downright real. Miss Sothern may, ad- 
mittedly, spend $250 for her on-camera, “workaday 
dress’—yet it is what the average “Susie” should 
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Ann Sothern goes over each “Private Secretary” script 


critically before it is okaved. She believes a secretary 


should. above all. be as loyal as George Washington, as 
dependable as the postman, and—like daisies—never tell. 


wear—and it is the type of outfit that can certainly 
be found ready-made for about $14.95. 

Susie aims at portraying—with no excess glamour 
—a real-life private secretary, successful, efficient, earn- 
ing about $80 weekly. And Susie conducts herself 
as a private secretary should. You'll never find her 
going to lunch with the boss—unless a script. situ- 
ation absolutely demands it. Secretaries shouldnt. 
When Susie’s boss leaves for Chicago, you'll note 
that Susie is busily occupied in New York. She 
definitely doesn't travel with him—and never will. 
When she snags her stockings, she reaches for that 
spare pair any astute secretary should have in her 
desk drawer. 

Maybe you laughed during one “Private Secretary” 
interlude when Susie fell heir to a sable coat. But 
notice, she didn’t accept it from the boss. It came 
—rather humorously—from an eccentric client. And, 
though the coat was innocently accepted, the script 
lapsed moralistic, showing all the trouble an expen- 
sive present can cause when people think that it’s 
from the boss. 

Real-life Susies find other practical pointers in 
“Private Secretary,” for Susie is watchdog of her 
boss's interests. She believes implicitly that any sec- 
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retary must honor and obey the first six letters of 
her job—“S-E-C-R-E-T-ary.” Her boss’s business is 
sacred and confidential. 

Speaking of bosses, Don Porter, the handsome Peter 
Sands of “Private Secretary,” was a boss himself on 
several occasions. 

Don quit school in Portland, Oregon, at fourteen 
(because he had a mother to support), lied about his 
age, and got himself a job as bank clerk. Later, at 
seventeen (his bosses thought he was twenty-one ), 
he became assistant office manager in an Oregon 
power company and hired his first secretary. 

“She was 17 and I was 19,” he muses. “And neither 
of us knew much about office work. Somehow we 
worked out a specialized accounting system, got a fat 
bonus for our efforts, and the company tells me 
they re using the system to this day.” 


Don’s REAL “SECRETARIAL” TRAINING Came a few years 
later when he managed an office for the Civil Works 
Administration (this was during the bleak 30's). 
His secretary was “the motherly type,” aged 31, com- 
pared to his 21. 

“She taught me a lot of things that help with the 
‘Private Secretary show,” Don admits. (Business 
management apparently was one of them. Don is his 
own business manager, has fourteen rental units in a 
near-Los Angeles town, studies law through the La 
Salle correspondence school at night “so I can under- 
stand my own contracts.” ) 

Maybe you recall a recurring gimmick in the TV 
series, where “Susie” listens through a wall (often 
her boss’s) using a water glass as a kind of ampli- 
fier. The trick was Don’s idea. He first used it in 
a $3-a-week Hollywood rooming house. Seems the 
couple in the next room were homicidal. It was Don’s 
job—sanctioned by his landlady—to eavesdrop via 
the water glass and report when things grew violent 
enough to warrant a call to the police. “It’s not a 
recommended secretarial practice,” Don laughs, “but 
that’s how it got into the scripts.” 

A few script ideas come from fan mail. Some, not 
strangely, are suggested by Ann Sothern’s own three 
secretaries—all top-notchers. But most of them are 
hatched by a_ half-dozen writers who labor on the 
various “Private Secretary” scripts. 

And, in case you didn’t know, Susie’s last name 
was taken from that of an executive with Chertok 
Television, Inc. Paul McNamara “fathered” the show— 
and Chertok films them, working about six weeks 
ahead. McNamara, former publicity director for Selz- 
nick studios, got together a 15-page brochure, back in 
1952, outlining a filmed TV series about a typical 
private secretary—a gal glib of tongue, quick of wit, 
and (we might add) somewhat feline in the company 
of other girls. He presented the idea in brochure form 
to the big ad agencies. Lucky Strike snapped it up. 
And within a year, “Private Secretary” had latched 
onto a rating higher than even Jack Benny’s show, an- 
other Lucky Strike property. 


(Continued on page 51) 
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Jewel hunting in the California 


rence has scattered semiprecious 
stones among the rocks of Moon- 
stone Beach, Santa Monica Bay. 





THE TWO SHORTEST 


WEEKS IN THE YEAR 


BY 


ACATION TIME is 

here again! Have you 
been trying so hard to plan 
the best two weeks you've 
ever had that youre still 
confused? If so, these hints 
are just for you—we sin- 
cerely hope. 

First of all, what do you 
want your vacation to be? 
Active or restful? Gay or 
p ttendicgnchas ager eguagy serious? Do you long to 
\ feck aoileiiedl ects. UOT © Qerty dress every 
evening, or do you want to 
exchange your trim office 
suit for blue jeans and a 
plaid shirt? Do you want 
to keep on the move, or would you prefer to concen- 
trate on one place where you can make lasting friend- 
ships? What is the most important thing that vacation 
can be for you? 


Complete change of scene and activity? 

If you live in a city, you'll probably appreciate 
the country, where the fragrance of green grass in the 
sunshine is better than your best French perfume—and 
you may want to toss in a few mountains for good 
measure. Select the area that attracts you and then 
write to the state resort and development bureau in 
the capital city, asking for a list of accommodations. 
As an example, a postcard sent to State Planning and 
Development Commission, Concord, New Hampshire, 
will bring you pictures of the White Mountains, to- 
gether with literature (including rates) about large 
and small hotels, even about camp sites in New Hamp- 
shire’s national and state parks. 

Write or visit a Greyhound Bus Terminal for infor- 
mation concerning tours through the Adirondacks, the 
Poconos, the Great Smokies, or the Rockies. You may 
find one scheduled to your purse and time budget, or 
they ll suggest an individual one for you. 

Are you sick of being a landlubber? Like a moder- 
ate-priced trip (approximately $75 a week) on which 
you help sail a schooner, then put in at a cove to 
learn how to cook lobsters and prepare a clambake? 
Write for booklets from Yankee Schooner Cruise, Na- 
hant, Mass.; or Captain Frank Swift, Camden, Maine. 
For a sail on the Chesapeake (about $75 weekly), 
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write Lostis Tours, 435 West 23 Street, New York. Or 
try Nova Scotia Schooner Cruises, Ltd. (about $80 
weekly ), Baddeck, Nova Scotia. 

Would you like a river-boat cruise: a seven-day 
Kentucky lakes trip (about $100) down the Ohio from 
Cincinnati, or a twenty-day trip (about $275) from 
Cincinnati to New Orleans and back. For folders, 
write to Greene Line Steamers, Inc., Foot of Main 
Street, Cincinnati 7, Ohio. 

If you're interested in a Great Lakes cruise, write 
to Georgian Bay Line in Chicago, Detroit, Cleve- 
land, or Buffalo. From any of these cities, you may 
embark for a seven-day (about $130) or a fourteen- 
day vacation. The longer one includes a week at the 
Grand Hotel, world’s largest summer hotel, on Mack- 
inac Island, for about $275. 

If you live in a small town, perhaps a city vaca- 
tion would be exciting. Have you ever seen the White 
House? Write to the Washington Board of Trade, 1616 
K Street, N.W., Washington, D. C., for a list of historic 
shrines. The same trip can easily include a visit to 
Williamsburg, Virginia, with its lovely reconstructed 
Colonial homes and buildings. Williamsburg Reserva- 
tions Office, 630 Fifth Avenue, New York, will send 
descriptive literature. 

New York City with the United Nations headquar- 
ters, Chicago, San Francisco, Los Angeles, New Or- 
leans—all great cities have their own particular color. 
You can write to the Chamber of Commerce, Tourist 
Information Center, or YWCA in any city for material 
about accommodations and sightseeing. For New 
York, send for a free “Visitors Guide to New York” 


Beautiful Nova Scotia will bring out the artist in you. 
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Mirror I ake. sister of | ake Louise. Canadian Rockies 


from Convention and Visitors Bureau, 500 Park Ave- 
nue. For Los Angeles. send for booklet from All-Year 
Club of Southern California, 629 South Hill Street. 


{dventure. color. travel? 


Beneath your nine-to-five efficiency, do you have 
a vagabond heart? If you don’t have a car, youre 
still not stuck. Railroads, bus lines, and air lines offer 
package tours. 

If youre adventurous, plan a tramp trip of your 
own, using railroad timetables and the Hotel Redbook. 
Choose early morning trains for afternoon stopover 
arrivals between three and five. Spend evenings ex- 
ploring. An overnight stay may satisfy you, or you 
may want to visit longer in an especially attractive 
place. This kind of trip is adaptable to whim! 

In all parts of the country, there are organized 
camping trips, some by canoe, some on horseback. If 
you choose the latter, better get in shape for lots of 
riding before you start. You may prefer cycling or 
hiking—in that case, write the American Youth Hostels 
at the nearest large city. 

If money is no object, but distance is, you might 
fly to the opposite coast. Consider tourist flights; 
they cost considerably less than regular fares. If you 
Want to go south of the border, start by writing for 
data to Mexican Government Tourist Bureau, 630 
Fifth Avenue, New York. If you sail from Boston (East- 
ern Steamship Lines) overnight to Nova Scotia, you'll 
be greeted by bagpipes at Yarmouth. 

You can cruise to Nassau ($145 round trip from New 


There’s plenty of fun on a river-boat cruise. Green Line Steamers 
go down the Ohio to the Kentucky lakes or New Orleans. 
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History comes alive in reconstructed Williamsburg, Virginia. 


York—Incres Nassau Lines, 42 Broadway, New York), 
or visit Bermuda and Nassau both ($175 for seven-day 
cruise—the Furness Lines, 34 Whitehall, New York). 
You may make reservations direct, or through a travel 
agency at no extra charge. Among those having offices 
in most principal cities are Simmons Tours, Ask-Mr.- 
Foster, Cook’s, and American Express. 

If you live on the West Coast, Hawaii is only a few 
hours away. Write United Air Lines for literature. 
If you're in the Midwest, write to the Chicago & North 
Western Railway for their “Western Summer Tours 
Book,” describing trips to Yellowstone Park, Grand 
Canyon, and the Canadian Rockies. 


Rest—with a little fun thrown in? 

If you're exhausted, try a week or two in a cabin 
by a sleepy lake. You may bounce back so well that 
youll be ready for a little gaiety the second week, 
so go where there are nearby barn dances, movies, 
and other entertainment. 

For interest, on a lazy vacation, why not do some 
collecting? Gather pine cones to silver for next Christ- 
mas, large sea shells to enamel for shrimp servers, 
or driftwood for interesting lamp bases and modern 
decorations. 


Time to indulge in a hobby—or whatever 
else you ve always wanted time for. 

Your vacation is a gift of time. Remember that 
lives have been changed by an honest answer to, “What 


would you like most to do, given the opportunity?” 
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\ boat tour around Manhattan Island gives exciting 
views of New York skyline and UN buildings. 








How about a windjammer cruise to help you forget 
your workday cares? There’s fun for all, good food, 
relaxation on Captain Frank Swift’s Maine schoon- 
ers. You can even help sail the ship, if you wish. 


Your vacation can open up a new world for you, or 
time to explore a favorite one further. 

You can throw yourself into active sports, improv- 
ing your tennis, diving, golf, even your rumba, by 
going to a resort that offers professional instruction. 
You can rough it at a camp for adults or at a dude 
ranch. In Minneapolis there’s the famous Aquatennial 
week every July, with parades and water-festival ac- 
tivities to inspire swimming and boating fans. 

If you've always wanted to paint, visit a place like 
Cape Cod, Massachusetts, or Woodstock, New York, 
where you'll see so many artists at work that trying it 
yourself will be inevitable. If you like to sing, write 
to the Trapp Family Music Camp at Stowe, Vermont, 
for their booklet. If you love the symphony, remember 








the Berkshire Symphonic Festival at Lenox, Massa- 
chusetts, and plan to go to one of the many resorts 
nearby. At the National Music Camp, Interlocken, 
Michigan, you can attend concerts, plays, art exhibits, 
etc. Music lovers will find that recitals are given all 
summer at music colonies that dot the map. 

Buy writers’ magazines if you'd like to know where 
you may sit in on writers lecture conferences, If dra- 
ma is your special love, visit near a summer playhouse. 
Aspen, Colorado, offers an impressive variety of cul- 
tural pursuits. You may visit the Aspen Festival con- 
certs given several times weekly, and lectures and 
forum discussions on the theme, “The Promise of Amer- 
ica.” You may also enroll for a ten-week session in their 
School of Music, or take just one or two lessons. For in- 
formation, write to Mrs. Genevieve Lyngby, 38 South 
Dearborn St., Chicago; or to Mr. Richard Leach, at 
Aspen. Newspapers and special-interest magazines will 
give you leads on other festivals and forums related to 
your particular hobbies. 


An opportunity to meet people and 
make new friends? 

Read the travel pages of your Sunday newspapers. 
Get resort folders from a travel agency and read them 
carefully. If you're looking for a gay time among sin- 
gle people your own age, remember there will be less 
of them at a resort that bids for another group by 
phrases you might overlook: “Children’s Counselor,” 
“Family Plan,” “Ideal for Convalescents.” 

Try to choose a vacation spot keyed to your own 
favorite activities. You'll find people there congenial 
because they ll have similar tastes. You will probably 
prefer a small inn, where you won't be lost in the crowd 
and you'll waste less time getting acquainted. 


Or, do you want piggy-bank ideas 
with plush possibilities? 

Perhaps this is the year to start planning next year's 
special vacation or the Big Splurge for year after next. 
A trip to Europe is more fun if you save a dollar a 
day for two years, meanwhile haunting the public 
libraries and collecting travel folders. 

If that’s your plan, have a penny-wise vacation 
this year. Visit near your home those places you never 
got around to seeing and those you'd remember most 
if you moved away—perhaps including one luxury 
week end at a hotel, with a room-service breakfast. 
Study the possibilities within a fifty-mile range (low 
traveling expenses) for simple accommodations. Re- 
member that most summer resorts have reduced rates 
during June and after Labor Day—yet the same beau- 
tiful scenery. The Southern states now bid for July 
and August guests with lower rates and increased 
entertainment. Perhaps the biggest bargains of all are 
the off-season cruises offered by many steamship lines. 

With ingenuity, you can combine two or more of 
these vacation suggestions. Planned carefully, the com- 
bination of all your wishes-come-true can also be 4 
piggy-bank plan with plush possibilities! 
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For the girl who takes over 





Illustrated by ERNIE BARTH 


b pene VACATION replacement shows up some 
morning and, by closing time, needs to know 
techniques you've spent all year learning. Or the boss 
decides you need help and tells you to break in the 
new girl. Do you panic? Or can you be such a good 
teacher that your pupil will get by with almost no 
trouble? 

Teaching, of course, depends on what time you 
have and what work must be gotten out at the mo- 
ment, but certain methods will always pay off. 

First, be explicit. Make yourself clear. Go into de- 
tail. The newcomer won't know what you mean by 
“two doors past the file room” or “among the bills 
payable” unless you have shown her around. 

Even if you gave her a quick guided tour when she 
first checked in, don't expect her to remember just 
everything. If she is new to the company, why not 
give her a chart of the places she may need to go 
in the building? And be sure that your file drawers 
are labeled. You may know that last year’s paid bills 
are stored away behind the mimeograph supplies, 
but what will she do if your boss needs to check back 
in a hurry? 

Be sure all the words you use are understood. 
Even such common terms as “absenteeism,” “leave of 
absence,” and “sick leave” may be confused by some- 
one who has never worked before. A moment’s expla- 
nation of what is meant by a jig or a bean or whatever 
tools are used in your company’s work may save her 
an embarrassing error. 


SARAH 


ALLEN 


when you return 
from vacation if you 


leave clear instructions 


How can you know whether you're getting across? 
Find out. Ask questions. Have the new girl write out a 
bill of lading or mark the day’s filing while you watch. 
Dont be too quick to step in. Restrain your impa- 
tience—give her a chance to remember instructions 
to figure things out for herself. If she can't, try to 
see just where you slipped up in your teaching. Per- 
haps you can leave her a sample bill of lading and 
samples of similar forms she will need to handle. 


PUT YOURSELF IN THE OTHER GIRL'S MIND, Have you 
told her the facts she needs? Is she scared stiff of 
failing? Was she so sure she could handle all comers 
that she paid scant attention? Is she pretending to 
understand, while inwardly glooming that it’s hope- 
less to try? 

A verbal pat on the back will sometimes work won- 
ders. Get her to tell you what she already knows. 
Then find something to compliment—even if only her 
willingness to admit she is unprepared, or her will- 
ingness to try a new task. She'll never lose interest 
while you are praising her! 

Supplement verbal instructions with written ones 
that she can keep to refer to, and with physical experi- 
ence—going with you to the accounting department or 
the file room or the bank. If possible, introduce her 
to the people with whom she will work. You know 
which teller’s window to approach, which desk to go 
to among the row upon row. But a new girl will feel 
timid enough without having to ask her way. Besides, 
you have forewarned her contacts that someone new is 
taking over, and theyll be able to catch any slips 
before they go too far. 


A FINAL RULE is to set definite limits of responsibility. 
Should the boss be consulted every time a letter might 
be filed under either of two headings? Must the girl 
sharpen his pencils? Will he want her to cope with 
most telephone calls, or to put them right through to 
him? Does he keep track of appointments himself, 
or expect a reminder? By giving thoughtful and com- 
plete instructions and making sure they are under- 
stood, you can turn over work to a helper with a 
minimum clashing of gears. Then you can relax for 
two weeks with a wonderfully clear conscience. 
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There'll be fewer problems 
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4 March 1954 
Pile: RR-1043 


Mr. Alan C. Lloyd 

Editor and Publisher 

Gregg Magesines 

Gregg Publishing Division 
McGrev-Hill Book Company, Inc. 
330 West 42nd Street 

New Tork %, Mew York 


Dear Mr. Lloyd: 


We hereby grant permission for the reproduction 
of this letter for the article to be published 
im TODAY'S SECRETARY. Any organisation wishing 
to use this form of letter in their operations 
should send us five dollars and they can use it 
for the life of the copyright, twenty-séven 
years, fifty-four years with extension. 


The idea (represented in the format of this 
letter) is simply the application of the 
nevepaper-columm principle to letters, memo- 
Tanda, and reports. The principal objective is 
the reduction of reading time by speedier com- 
prehension. 


Thies new idea was developed in the course of 
our research activity, and we believe it is 
worth the appraisal of top executives who 
understand above everything else the value of 
time. 


In addition to saving reading time and increas- 
ing comprehension, this style of letter doubles 
the walue of letterhead space with the conse- 
quent saving of paper, carbons, postage and 
typing time. Believe it or not, two- and even 
three-page letters can be typed on one easily 
read page, and filed as « single sheet. 


When it comes to typewritten memorands or 
reports the advantages are even more pronounced. 
Double spacing for comprehension is no longer 
needed since the eye can follow single-spaced, 
narrow columns with greater ease, and material 
can be compressed as much as three or four 
times. Thies results in incalculable savings in 





THIG (9 AM CRPERIMENTAL FORM OF LETTER CONCEIVED OY REED RESEARCH 


Something Ws le-c ‘tter 
Sic sila el inal ii ita n thing new 1 double-column letter. 
memorandum or report can be read and under- Quicker reading, no placement problem. 
stood much faster. The form is attached. 


Our own typists like the idea. After the 
initial reluctance to change they find that 

the edditional carriage throwing is offset by 
the ease of simply saturating the space, using 
the warning dots for signature space control, 
and the upper dot for accurate folding. Short 
letters may be double-spaced to two columns if 
desired. 7 


We think ve have thus found a way for busy 
people to read more, understand more, in less 
time and at less cost to both sender and re- 
ceiver. 


We like this form. It saves us considerable 
money in the operation of our research labora- 


tory. 
Yours very truly, 
REED RESEARCH, INC. 
+e — N \ ) 
Stanley F. ol 
President 
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THE SIMPLIFIED LETTER 


It's a pleasure to giv permission 
NOMA has been advocating 


of years and its use by progressiv 
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NATIONAL OFFICE MANAGEMENT ASSOCIATION 


peta LETTERS 


132 WEST CHELTEN AVENUE 





to publish this letter, Alan. 
ter for a number 


creasing daily. 













ified Letter are its complete 


h saves almost 11% of typing time in a 96-word 
sion of a subject to channel thoughts and aid in filing; 
nation of the useless salutation and "complimentary" close. 
; obvious features of the S/L are its natural conversational 


of archaic "business" English. 


The S/L ts a friendly letter that gets right to the point without unneces- 
sary words or keystrokes. Experience has proved that dictators and 


stenographers alike really appreciate 


its advantages after a fair trial. 


As you know, a guide to its use will be sent without charge to thase who 


request it. 


Thanks for your interest. I know your readers will be glad to learn 


about the Simplified Letter. 


A 


THUR H. GAGER - Staff Director, 


Something growing: speedy-to-type letter 
Technical Division with no “dear” or “truly” or indentations. 














lwo ways of handling a short letter: by using double spacing and extra blanks to 


stretch a letter . . . or by using short 
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Two ways of handling a long letter: 


lines high . . . and by moving date and 
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lines with reference lines wa-a-ay down low. 
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letterhead and reference 


symbols to where they take no space at all. 
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Pat takes dictation in either Spanish or English. Her 
good work for Mr. Hallen led recently to her appoint- 
ment as secretary to the Port Manager. 





This new building. which blends modern office decor 
with old Spanish architecture and a lovely enclosed 
courtyard, is where Pat works. 


Pat runs out to a boat 
as some. secretaries 
run down to the bank 
or over to the court- 
house. They ride ele- 
vators; she walks the 
gang plank. 











BY HELEN 
WATERMAN 


Salty | 


HE JOB that fell to Pat Warnke shouldn't happen 

to a girl with wanderlust. Imagine working in an 
office that combines the romance of old Spain, the 
languor of ocean breezes and swaying palm leaves, the 
lure of faraway places, and the modern comfort of a 
brand-new building. All this is just part of the glam- 
our of working for San Diego’s port manager. 

But it wasn't always like this. Pat Warnke, who 
went right from college to the post of secretary to 
San Diego’s port traffic manager, took the bitter with 
the sweet at first. She climbed dark stairs in an old 
waterfront building that had plenty of atmosphere 
but was definitely in need of paint. It was there that 
I first interviewed her. But despite her surroundings, 
it was obvious that Pat loved her job. 

As we sat talking, there was a submarine docked 
just below her window. Pat had been informed of 
plans for a “welcome home” demonstration for the 
crew at a time when her boss, Milton Hallen, was out 
of town. As in many similar cases, Pat had to take the 
responsibility of assigning a close-in berth and _ is- 
suing a permit to hang banners. 

Pat is the kind of girl who stands ready to help 
whoever comes. It might be an Italian or a Portuguese 
fisherman with some personal problem, such as a 
puzzling income-tax blank. They come to the port 
manager’s office (which is to say, to Pat) with the 
touching faith of Indians relying on the Great White 
Father. 

Sometimes Pat is called on to interpret complex 
sea laws, or to figure tariffs for prospective ship- 
pers. (“Tariff’ here means transportation rates; it 
has nothing to do with Federal laws protecting U. S. 
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Pat's duties often take her away from her desk. Here Pat is giving 
the manifest (invoice of cargo) to the mate of a Swedish ship. 


i PORE cach stagting PL, ¥ 


The maiden voyage 
of a new ship calls 
for a celebration. 
Here fireboats are 
welcoming the Silver- 
gate, named in honor 
of San Diego Harbor. 
Naval installations 
and the promontory 
of Point Loma can be 
seen in the back- 
ground. 


The sea, the ships. and the traders who ply 


products from foreign competition.) Of course, she 
doesn't try to carry all those tariffs in her head. Keep- 
ing them filed up to date is enough of a mental strain! 
When her mail brings in a printed sheet, like the 
one on her desk headed, “18th revised page 403,” 
Pat must substitute it for the 17th revision and let her 
boss know if there are any changes he needs to be 
informed about. 

At the time I first met Pat she was secretary to the 
traffic manager, and a lot of her work had to do with 
shipping rates and statistics. She compiled monthly, 
quarterly, and annual reports that went to about 
one hundred municipal and federal agencies, and to 
officials concerned with foreign commerce. She also 
gained valuable experience helping shippers compile 
statistics for presentation before the Maritime Board 
or Interstate Commerce Commission. 

But Pat wanted to move ahead. She took an exten- 
sion course in traffic management, from the University 
of Chicago. She is considering taking legal training 
(remember those laws of the sea?) or studying Por- 
tuguese—the importance of this language should in- 
crease with our growing South American trade. A San 
Diego State College graduate, with one year at the 
University of California toward her master’s degree in 
Spanish, Pat has found a second language indispen- 
sable. 

Undoubtedly, her educational background, her will- 
ingness, and her interest in shipping, have had as 
much to do with Pat’s success as her stenographic 
ability. After the new Harbor Administration Build- 
ing was completed, Pat had been at her modern metal 
desk only a few months, when she moved again—this 


San Diego Harbor play an important part 


in Pat Warnke’s job as port manager’s secretary 


time a promotion was the cause. Pat moved across 
the hall to become secretary to her boss’s boss—port 
director John Bate, the man in charge of everything 
affecting San Diego Harbor. 

Here her duties are much the same—some dictation, 
but. a little bit of everything thrown in. For one 
thing, every morning Pat winds the old ship’s clock 
that hangs on one wall in Mr. Bate’s private office. 
On his desk, and on the immense table behind him, 
are souvenirs from all parts of the globe. A map of 
the world covers one entire wall, and another wall 
consists largely of windows that look out over San 
Diego Harbor. 

Pat’s office, adjoining, has the same view. Just across 
the highway is the wide blue bay, where she can, 
perhaps, watch a seaplane landing near a Navy de- 
stroyer, and a launch speeding toward the encircling 
headland of Point Loma, with its old Spanish light- 
house now crowded by radar screens and shore bat- 
teries. This harbor is where Juan Rodriguez Cabrillo 
landed in 1542, the first white man to visit the Pacific 
Coast. 

Midway in the harbor is a flashing signal of the 
North Island Navy Base, and at the nearby embarca- 
dero a Coast Guard cutter has just berthed. At the 
next pier, a vessel from Ecuador is unloading bananas 
and limes. 

The Harbor Administration Building itself is set 
in a small grassplot adjoining the block occupied by 
the parklike grounds of the City Hall. Inside, the 
receptionist, behind swank frosted glass and living 
vines, directs visitors. All the offices are done in deep 
but harmonizing decorator’s col- (Continued on page 
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How to handle the problem dictator 





Is your 


BY MARIE 


S YOUR BOSS A NOVICE at dictation? Perhaps 
he is fresh out of college and has not yet learned 
how to dictate. He presses the buzzer for you before 
he has even read his mail, and then he isn’t sure what 
to say or just how to say it. So, of course, he is always 
making changes or asking you to correct or omit some- 
thing. Some fun, eh? 

The solution to your problem will concern the deft- 
ness with which you handle this tyro as well as the 
learning of a few devices that can be used to ensure 
your getting down his erratic dictation. 

Do you remember how nervous and insecure you 
felt when you first went into an office? Well, that is 
how your new boss feels. He may also be slightly on 
the defensive and his feelings may be easily hurt. To 
save face for him, try using a suggestion approach 
like “Do you think,” or “Would you like. me to.” 

For instance, you know that a dictator should read 
his mail and decide on answers before summoning 
his stenographer. Your boss hasn’t found this out yet, 
and he may blunder along for some time before he 
learns this phase of dictating efficiency. So you might 
say, “Would you like me to preview your mail as well 
as open it?” Not knowing what you mean, he will 
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boss a tenderfoot dictator? 


STEWART 


probably graciously give you the privilege. Then you 
can underline the important passages. This practice 
will speed up the dictation and may obviate the need 
for so many changes. Perhaps, after a while, he may 
decide to take over the reading himself. Thus you 
will have taught him the first step in dictating—and 
most tactfully! 

While 


some “contrivances” you can make use of to be sure 


you are training your dictator, there are 
that you return a sense-making transcript. Otherwise, 
your boss will think that you are the one who needs 
training. One good idea is to write on every other 
line in your notebook. If even that much space be- 
tween lines is not sufficient to take care of your boss’s 
revisions, you might write in only one column—leav- 
ing the second column for insertions. 

If you have a good reserve of speed (but only if 
you do have), you will be able to stay somewhat be- 
hind your dictator; and, in this way, you can avoid 
writing down many words that are immediately 
changed or omitted. But follow his thought closely. 

Do not immediately strike out something on which 
your dictator has changed his mind. He may change 
it back again! Perhaps you could use a‘light line when 
canceling a passage; then, if he changes his mind and 
decides that he wants it to stand, you can write “OK” 
above it. 

Generally speaking, prereading of shorthand notes 
is unnecessary and inefficient. However, with your 
special problem, you will so often be confronted with 
notes that are completely jumbled, that prereading 
may save time and errors. 

Should you be a beginner yourself and are faced 
with this problem, you may feel the need for some out- 
side practice in taking this confused type of dictation. 
Office-style dictation records are available for your 
use. These records train the beginning stenographer in 
the handling of the more common types of changes 
that businessmen make. 

While you are wrestling with your problem, here is 
a word of comfort for you. You may be having a diff- 
cult time now, but it won't last too long. If your boss 
is bright enough to secure an executive position, the 
chances are that he is sufficiently intelligent to pick up 
quickly the techniques of dictating—particularly since 
he has you working for and with him. 



























Stethoscope type 


FOU and your boss have de- 
y cided on the type of new dic- 
tating and transcribing machine 
you want. Now comes the problem 
of choosing the listening device. 
“Well, that’s up to you,” your boss 
will probably say. You are the one 
who uses the transcribing machine 
and you will, of course, want to 
know something about the various 
modern listening devices so that 
you can make the best choice. 


The headset 


This was the first type of listen- 
ing device to be manufactured. It 
has two earphones joined by a light, 
flexible band that fits over the head. 
While this set is very lightweight 
and comfortable. some girls com- 
plained that it disturbed their hair- 
dos. In the past few years, this 
mode! has been slowly giving way 
to the newer varieties. 


Earpiece 


Your Transcription Kars 


Headset 


Are you up on the newest in 


listening devices for machine dictation? 


BY ADRIENNE FROSCH 


The stethoscope-ty pe device 


Just like a doctor’s stethoscope, 
this listening device fits snugly into 
the ears and is linked under the 
chin. Nothing goes over your head, 
and your coiffeur stays neatly in 
place. 


The ear piece 


One of the most popular listening 
devices, despite its comparative 
newness, is the small but powerful 
earpiece. This consists of a small 
button listening device held in 
place by a plastic or metal hook 
that fits behind the ear—much like 
the earpiece on eyeglasses. Since 
this device is very powerful, it is 
necessary to use only one earpiece. 
Your other ear is free in case you 
must stop to answer the phone or 
greet a visitor. However, if you pre- 
fer to listen with both ears, a set 
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is available with two earpieces that 
are connected by soft, flexible wires 
that join under the chin. Another 
set has a stethoscope-type listening 
device; but, whenever you wish, 
the hearing-aid button can be re- 
moved and used on one ear with a 
plastic ear hook. 


Soft- and loudspeakers 


In addition to these earsets, there 
are two other types of listening de- 
vices you will want to know about. 
One is a softspeaker that stands on 
a pedestal and whispers the dicta- 
tion to you. The other is a loud- 
speaker built into the machine. In 
a noisy office, one of the earsets 
would probably be more practical. 

But, no matter which type you 
choose, you will find that they all 
are lightweight and easy to use, 
and will reproduce your  boss’s 
voice with FM clarity. 
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The picture of cool efficiency—in this smartly 
styled sheath topped by a huge polka-dotted 
collar. Perfect for busy days on the job, and 
its crease-resistant spun rayon fabric makes 
it ideal for traveling. In navy or black with 
matching polka dots. Sizes 10 to 20; 14% 
to 24%. About $10.95 at Saks 34th Street, New 
York; Marshall Field’s, Chicago; Bullock’s, Los 
Angeles; and John Wanamaker’s, Philadelphia. 
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\ gay print of fruit slices makes this Helen Whiting 


outht a summer cooler 


actuality. 
halter top 




















in appearance as well as in 


The dress has a fitted midriff with modified 
plus a cover-up jacket for office wear. 

The cotton fabric feati 
and comes in orange, 


color repeated in the 


at Arnold Constable, 
Baltimore: 


Company, 


Baskin Ck 


Minneapolis; 





jacket. Sizes 7 to 15. 
New York; Schleisner Company, 


ires lemon slices with green leaves 
lemon, and lime colors—the key 
Under $15 


thing Company, Chicago; Dayton 
The Emporium, San Francisco. 





Less simmer this summer 


No matter what the weather, you'll look cool 
—and feel cool—if you choose lightweight, 
airy fabrics and comfortable, loose- 

fitting styles for your summer wardrobe. 
Here are a few suggestions for work and play, 


sun and showers—all pretty and practical. 


The slicker goes to tweed for the smartest in lightweight 
rainwear. And, in chic black and white herringbone 
tweed with black corduroy trim, it has all the virtues 

of the well-loved oilskin slicker plus career-girl 
glamour. Designed by Standard Oiled Clothing Co., this 
version has roomy flap pockets and a loosely belted back. 
Matching cloche hat is included in the $12.95 price. 
Sizes 10 to 18. 9 to 15. At Bloomingdale’s. New York; 
Carson Pirie Scott, Chicago; Stix Baer & Fuller, 


St. Louis; and J. W. Robinson, Los Angeles. 
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Designed to catch compliments is this demure beruffled 
dress by Kay Windsor. The fabric is air-conditioned dimity 
done in a lovely flower-sprigged pattern to keep you 

pretty and cool all summer. Skirt is belled and bouffant. 
Blue, rose. gold, or gray—on white. Sizes 8 to 18. About 
$10.95 at Russeks. New York; Filene’s, Boston: Marshall 


Field’s. Chicago; Gimbel’s, Milwaukee; Rhodes. Seattle. 












































These sporting separates by White Stag are made of sturdy 


Sanforized sailcloth done in vivid colors for summet 

fun. “Workin’ Jerkin” (adapted from a sailmaker’s working 
jerkin) has deep pockets, open sides; $5.95. Tapered striped 
Caribe Pants are two-tone, in smart color combinations; 
$6.95. Three colors are done in broad brush strokes on the 
Tri-Tone Shirt. which can be worn in or out; $5.95. Skirted 
Shorts are something new and flattering. with a covering 
skirt that is divided front and back; $5.95. All at John 
Wanamaker’s, New York: Woodruff & Lothrop, Washington; 


Charles A. Stevens, Chicago; Bon Marche, Seattle. 


This versatile “shirtible” is Ship’n Shore's clever new 
blouse that can be worn so many ways for so many occasions. 
Wear it to the office as shown, with the pocket shirt- 

tails worn outside and belted. or just tucked in. 

You'll find the long tails wonderful with slacks and 

shorts. In diamond clip-dot patterned gingham. Black, navy, 
tan, aqua, pink, gold. or charcoal—with white. $2.98. 

At Stern’s. New York; John Wanamaker’s, Philadelphia; 


J. L. Hudson, Detroit; and the Emporium, San Francisco. 

















































The proper way to pack a suit is demonstrated by Carol Lane. 
She folds the skirt lengthwise. with hem end hanging out. On 
top of skirt. she places top half of jacket, with sieeves folded 
across. Next. she folds skirt end over jacket and then bottom of 
jacket up over skirt. 


accessory layer. 


roll in your suitcase. 


flakes, a wash mitten, and clothes line. 





board and flip up bottom of blouse. Pin securely. 


l. “Luggage leaves,” plastic sheets that serve as dividers, are an ideal means of separat- 


ing the various types of items in your bag. Carol Lane holds a luggage leaf bearing the 


2. Put your jewelry in a flannel silverware bag to prevent scattering and scratching. 


Once the jewelry is tucked in the pockets, you can fold the bag to make a compact 


3. Your own laundry unit in the bottom of the bag saves time. Laundry equipment in- 


cludes a travel iron, a collapsible ironing board, a plastic cigarette case full of soap 


4. Pin blouses to shirt cardboards to keep them smooth. Lay blouse flat, face down. 


Place cardboard on top, with bottom edge at waistline. Fold sleeves over sides of card- 
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@ As every secretary knows, a good filing system 
is vital to any well-run office. But a filing system 
can also play an important role in your two 
weeks with play. Just put your business savvy 
to work by using a filing system in your vacation 
suitcase. If you're traveling, youll save time 
packing and unpacking and your clothes will 
stay neat and fresh. 

Carol Lane. Women’s Travel Director of the 
Shell Oil Company, has devised a unique method 
of filing clothes in layers, separated by what she 
calls “luggage leaves.” These are strips of clear 
plastic, to which she has sewed plastic handles. 
Plain strips of plastic—or even tissue paper—will 
do, too. As Carol points out, packing with these 
dividers makes it easy to find a single item and 
remove it without disturbing the rest of the bag’s 
contents. File your clothes in layers in this order, 
with dividers between—heavy items on the bot- 
tom; then lingerie, accessories and blouses, rug- 
ged-life costume, spectator sports ensemble, day- 
night dresses, suit; and lastly your night wear, 
on top. 

Carol 
sonally tested during more than 60,000 miles of 


Lane’s filing system has been per- 
travel each year. So file away your own packing 
problems when you set out on your vacation 


this summer. 
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packing problems 


ryye . . 
. - oO Aap 2h oO 
lips for easy packing 
Wrap caps of spillables with cellophane tape, insert nail polish and remover and other breakable cos- 
metics in kitchen-type plastic bags. 


Put hand lotion in plastic bottle or take along foil-wrapped hand lotion “pillows” that contain just 
enough for one usage 


To prevent wrinkles in sweaters, fold sleeves in and roll up sweater Navy style. 
Use tissue paper in shoulders and folds of dresses and suits to prevent creases. 


lo pack a suit, fold skirt lengthwise with bottom extending out over side of case. Place jacket on top 
of skirt with shoulders toward rear of bag, sleeves folded across jacket. Fold skirt end over jacket 
sleeves and then flip bottom of jacket over skirt. 


luck stockings in gloves to prevent snags: socks in shoes; shoes in either shoebags or old socks or 
plastic boots. 


Save time and money by taking along your own compact laundry unit. Include a travel iron with a ten- 
foot extension cord, a collapsible ironing board, soap flakes (in a plastic cigarette case to prevent spill 
ing), a laundry mitten with a scrubboard surface, and a clothes line. Steel hangers are also handy for 


drying your lingerie. 


Be ready for emergencies by carrying your own first-aid kit. New foods may upset your digestion, so be 


prepared. 
Remember to take a small sewing kit for any emergency repairs you may need to make. 


A quick “stitch in time.” such as on a frayed hemline, can be handled with cellophane tape, if you've 
included it in your bag. 


\ shower cap, washcloth, and a large bar of soap in a plastic soap dish come in handy in hotel bath- 
rooms. It’s also often wise to tote a small turkish towel. 


luck wet washcloth in your shower cap for packing purposes. 
{ travel alarm clock is a good morning-time reminder. 


Last, your best reminder and guard against leaving something behind is your check list tucked inside 


your suitcase for ready reference. 
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lipstick protector 










Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 

brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest ‘kind! 
$1 plus tax 


If unavailable locally, send $1.20 


to Reno parfums Itd, Department T 


13 w. S7rm.st., Nn. ¥. 19, N.Y. 





t¥ - 


x 
RED 


GAY FIRE-BELLE 
briefs in permanently 
pleated RED! nylon. 
Saucily trimmed 
with black lace. 
$1.98 
two pair — $3.49 


small, medium, large 





postpaid 


Matching bras $2.98 


CHARMAND'S  stuo10 + 


4353 Lovers Lane Dallas 25, Texas 








GAIN PROMOTIONS, 


increase your salary, prestige 
and employment opportunities 
with a College Equivalency 
Diploma’’, Qualify by compre- 
hensive examination at home 
No classes. Free details 


CRAMWELL INSTITUTE 
Dept. MS-7 Adams, Mass. 


IMPROVE 


YOUR 


STATUS 











Wf GOES 


SHOPPING 





Washboard Mitts. A Rub-A-Dub-Mit 
is a handy mitte n-shape d washboard that 
makes quick work of difficult soiled spots. 
Marvelous, too, for your lingerie, gloves, 


nylons, and other hand-washables that 
need a gentle scrubbing. The mitt is a 
soft plastic glove with a ribbed palm 
that will not scratch or snag. It is du- 
rable, too, resisting moisture, suds, and 
cleansers. Very packable for traveling. In 
four lovely colors—blue, green, yellow, 
pink. $1.25 postpaid, from Handy Andy, 
Dept PSP, 64 West 21 St., New York. 


Ka-Nu-Mocs. Just the thing for sum- 
mer playwear are these authentic Indian 
Made of long-wearing top- 
quality leather, they have gay plaid lin- 


moccasins 


ings over buoyant foam rubber insoles. 
Women’s sizes 3 to 9, in pecan brown 
with cream, forest green with willow. 
Men’s sizes (not beaded) are 7 to 12, 


including half sizes, and come in brown 
and cream only. Women’s Ka-Nu-Mocs 
$3.95, men’s $4.95—postpaid. Write Cac- 
tus Trading Company, Dept. 10, Box 
6772, Dallas, Texas. 


Toe-Nail Polisher. If you have a hard 
time keeping one toe from smearing the 
next when you give your tootsies a pedi- 
cure, you'll want to try the Twinkle Toe- 
Nail Polisher. This is a pair of flexible, 
featherlight half-soles that tie onto your 
feet. They have toe separaters to keep 
each toe in place while the polish dries. 
They are as comfortable to walk around 
in as sandals, you can go on about 
your chores with no loss of time. $1 a 
pair. Order from Ruth Brawer, Box 
4035, Dept. TSP, Tucson, Arizona. 


SO 


Beach Basket. Clever carry-all for your 
swimming stuff is this smart Skol Sandbag 
by Basket Bazaar. It’s about 12% 
tall and just big enough to 


hold 
swimsuit, towel, make-up, and suntan 
preparations. 


Lightweight, brief, and 
fashionable, it is priced at only $2.60, 
postpaid. Order from Basket Bazaar, 133 
West Third Street, New York 12. 


inches 
your 














‘“‘BEAUTY-TRIX“’ 


tells how to bring out YOUR 
“sleeping beauty’; and SAVE MONEY, too! 


Gert tips, kinks, tricks, ‘‘secrets’’ about hair, face 

eyes, bust, neck, shoulders. arm and hand care; many 

other “‘secret’’ formulas for easy-to-make, home beau- 

ty recipes including thrilling ‘‘Beauty Balm’’ which 

you can make for about 10!2c (yet costs up to $2 in 

stores); order your copy of this revealing Manual 
~ 


today; only $1 
STERLING, Dept. 202, Great Neck, N. Y. 
32 





Designed by the skilled 
Eagle. Sterling Silver set with 5 turquoise blue stones. 
Usually worn 2 on a finger, 
separately at $2.95 each, $5 for a pair. 


LOOP EARRINGS to match—screwback style $3.95 pr. 


OLD PUEBLO TRADERS ®°% 4035: DEPT. Ts-3 











TWIN GOOD-LUCK RINGS 


indian Silversmith, Blue Sky 


they may also be bought 


Send ring size or measure with string, Satiaf. quar 


Send cash, check or m.o. For COD send $2 deposit. 





TUCSON, ARIZONA 
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Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1954's ‘‘101 Office Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general oftice, and newspaper fields. 98c. 
Real"New Books, Box 1432-T, GPO; N. Y-1, M Y. 




















For Dad’s Dough. On Father's Day, 
show Dad that you really appreciate his 





Let this 


hard-earned greenbacks by giving him a 


good-looking wallet. One of the handsom- executive 
est is this pigskin wallet, fitted with a secretary 
memorandum pad and gold-finished me- ; 
chanical pencil. There are roomy cCom- show you how 


partments for bills, notes, cards, ete. 
Available for men in natural pigskin. é : 
(And, in case you like it so much .you ~ wm your job 
want a feminine version for yourself or 


for a gift, there’s a smaller size that comes HOW T0 BE A 
in smart red or green as well as in the 

fatural.) Both versions cost $5 each, in- TOP SE b 

cluding tax and postage. Aimée Lee, C ETARY 


Room 906, 545 Fifth Avenue, New York. 


to “‘go places” 








By MARGARET DELANO 


Whether you’re in business school, 
beginning a new job or trying to 


Beaded Beauty. The expansion brace- 
let, so popular because of its good fit, 





Hexibility, and comfort takes on a new get ahead in the job you hold, you 
look when it dangles a mass of lustrous need this practical guide. The au- 
simulated moonstones. Can be worn at thor has proved, through her own 
the wrist or above the elbow—dramatic successful career, the value of the 
and exciting on a bare sun-tanned arm. advice and suggestions she ives 
SR gle ye ene goer haga te eens Psa you. Beginning with the all-im- 


portant Personal Qualities, the 
book covers in detail: Office Pro- 
cedure, Dictation and Transcrip- 
tion, Grammar, Punctuation, Use 
of Words. It’s fun to read—never 


and-white on a_ gold-plated bracelet. 
$2.95, tax and postage paid, from Ru- 
Anne’s, $353 Lovers Lane, Dallas 25. 


Duo for Dad. Sportsman has a clever “text-booky”—has a complete, 
gift kit that dads will especially appre- easy-to-use index, ready-reference 
ciate when vacation time rolls around. end-papers, tells you everything 


you need and want to know to be 
tops in your job. At your book- 
store, $3.95, or by mail from 


Tucked inside a tweed plastic envelops 
are two plastic bottles—one with Sports- 
man’s Airlite shaving lotion, the other 





with liquid deodorant. The kit comes in TUPPER & LOVE 

a greeting-card box with mallard design Sales Office: 

and costs $2, plus tax. Handy for him to 55 Fifth Ave. New York 3 

keep at the office or to take on business - 
trips. 
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White Elegance. Something very spe- OU ; CON OWN... 


cial in summer costume jewelry is this 
fine-quality gold and white link set by 
Trifari. Made of imported French, lighter- 
than-air white and “almost” gold links, 
the designs are classically smart and will 


- a complete set of 
< exquisite, color-matched, 
.. monogrammed 


HOPE CHEST LINENS 





t Join the 
4 LINEN HOPE CHEST CLUB 


» Be you Happy Bride, En- 
a gaged Gal or Fond Mother— 
p you'll adore our complete, 
" personalized linen set that 
includes thirsty, mono- 
? 
, grammed Martex towels; 
“ comfy, monogrammed, Can- 
B non percale sheets and pil- 
eC low cases, plus fine imported 
‘Irish dining room and kit- 


add an attractive frosty accent to any 
outfit. Priced at $7.50, plus tax, for the 
necklace; $4, plus tax, for the bracelet or 
the earrings—at B. Altman & Company, 


New York. 


Clean Trip. Clever little gift for a 
friend who’s vacation bound is this tiny 
Trip-Suds valise-like carton containing 20 
spillproof packets of detergent (Vel) and 
a double plastic-clip hanger. Each packet 


will wash one basin of personal items. : - , 
C ‘ | lichtweight. Trip-Suds chen linens . . . for as little 
vompact and lightweight, Trip-Suds_ is > as $3.00 a week! 


ideal.for traveling or vacationing. And it a) Don’t waste a minute 

costs just $1 from Serv-U, 829 Washing- ‘ ‘, learn how you can get this 
ton Street, New York 14. > & gorgeous assortment for your 
very own. Send the coupon 


rh for our FREE illustrated 
FOR REAL JOB SECURITY— * brochure. 


GET 1.€.S. TRAINING! Teese te UES OF pet i oie 




















You study your own exact needs in THE LINEN HOPE CHEST CLUB 
your spare time, at your own pace. No 207A W. Chestnut St., 
interference with work or social life Sooeuner 1. te 
° » 
| C S 1.C.S. is the oldest and largest school 
: e Ves. 277 courses. Business, industrial, en- ([] Please send details on how ! con start my 
aaa gineering, academic, high school. One LINEN HOPE CHEST for as little as $3.00 a 
lor you. Direct, job related em week on your money-saving club plan. 
SAVE YOUR THUMB! SAVE YOUR NERVES! facts and theory plus practica appli- CO) Enclosed is $3.00 as my first weekly payment. 
Bar-Ease absorbs the shock of constant pound- postin A yg Ry iden” tn 
ing on the space bar of typewriter. You hit the wat mr Write oh a+ poe 
Space bar with side of thumb where there is no Lis w to Succeed” gold mine plus Ca- Nome aes —— 
cushioning. In a two-paragraph ‘letter you strike reer Catalog plus } oe sample lessor 
it about 150 times. By the end of the day. this con- (Mentic n field of training desired.) Add 
stant pounding does things to your nerves. Avoid . ee EE oes ) ress ———E 
this nervous tension, and roughness on your thumb o s ie 











Cane RE A? Ace el et MR © qugemponen eres t+ Geeta — 70a State 


» tat . 
, a. wee dan f 
applied. Long’ lasting. Send 25c in coin to Box 2808-B, Scranton 9, Penna. 

: WRITE TODAY. “My 
BARTHE PRODUCTS, 1601 Whitesboro St., Utica 4, N.Y. | ROO saristaction GUARANTEED! Warsve 
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PATTERNED FOR TODAY'S SECRETARY 


4714—To star in the sun, make yourself this hooded middy top and shorts. The 
hood protects your tresses from too much sun: big hem pockets hold sun glasses. 
wallet, and such. Pattern also includes bra top. (Middy can be made hoodless 
or with sleeves.) Sizes 11 to 18; 35 cents. 


4708—Here’s a dress that meets your work or play needs. With the bolero top 
you've a smart outfit for the office; without it you’re in fine fashion for sun or 
for date time. Bodice has shirring above fitted midriff. Sizes 11 to 18; 35 cents. 


4707—Something simple but dreamy for date occasions is this sleeveless dress with 
low V-neck and tiny shoulder bows. Make it in carefree nylon so that it will pop 
out of your vacation suitcase all set for a good time. Sizes 11 to 18; 35 cents. 
Simplicity pattei fis are available at most variety and department stores. 
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productivity Cc. 
progeny A G 

7 
propagation = 

/ 
pullet ( ee 
pullorum disease ee aw 
pul sators ( pe 
purebred be 
pyrethrum (2 a ac a 
rabies 

y ow 
radiant heating fl 4 
radicle Oo %. 
ragweed + 

—<¢ > 
rancid a él 
respiration —s 
“a 
rhizome G 
rhododendron — 
root elongation KA 
rotation —e7 
roughage —F 
roundworm / oo . 
row crop —, 
d 
rural aise cee 
salt hay , a 4 
semiscald 
eT a 

bo 
separator (2o—- 
share crop é 
shore tenant os «am 


shed roof Pdi } 
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° P e 
silo a —/ 
smut yo 

soil conditioner OY & 


Soil Conservation Service 4 


ra 
soil structure y ane 
sorghums Rist Apis 
sow bug 7’ — 2 
soybean oil meal tines 
stamen })” 
ra) Ye 
stigma , . 
stomata - 
_ 
subirrigation Co ) 
2, 
subsistence farm - a 


subsoiling is 


sulfur 


tailhead LL 


tapeworm / 
77 
tenancy ee f 


termites 
thurls g 


tonic ( 
toxicity rz 


tracheitis —O 2A 
tractor - 


transpiration Cy 
typhoid é 


udder cy ) 


vaccination 4 


ventilation P ) 


ventilator 


vermiculite m rad 
vermin ~ 


vernal or 


virus 2 


vitamin Y ? 


wage rate 


warts 
water rights o~Tt 


waxing 
wheat bran 


whey 
window box o 


wireworms (ee 


wither 


wood lot ey 
wood shavings 


xylem a2 
yellows c 


zeolite process A & 
zygote 





Margie Sedillo 





Lt. Wm. MacQuarrie 








Assumption Commercial College, Bangkok, Thailand 





Patrick Creighan 





Doris R. Lynn 


Daisy E. Conquest 


Sr. Eustelle 


de-l’Eucharistie 


3d Place 
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Division 


Student 


Thelma Beagle 





Stenographer Division 


Yaeko Teraoka 


Edwin R. Bowman 





Teacher Division 


ELAINE 


GRAND 





GRAND PRIZE 


ongratulations to the annual OGA 


PRIZE 
WINNERS 


FLORENCE 


Director of Gregg {wards 


ULRICH 





PRIZE 








Albuquerque (New Mexico) High School 


7 OU WILL SEE from the fol- 
lowing lists of contest winners 
that once again specimens of beau- 
tiful shorthand came from Gregg 
writers all over the United States 
and in many countries abroad. The 
enthusiasm of all the students, sec- 
retaries, and teachers who entered 
ran high. Special congratulations, 
of course, go to our winners; but 
we also want to congratulate every- 
one who participated in the contest 
for a job well done. 

If you did not attain the goal 
you set for yourself this year, don't 
be discouraged; try again in 1955. 
You cannot lose, for the improve- 
ment you will see in your notes, 
just from preparing for the contest, 
is a very worth-while reward. 

We especially want to commend 
teachers for the fine skill they 
showed in training whole teams of 
students to write shorthand with 
such excellent form and fluency. 
The shorthand notes of their stu- 
dents can be easily read by any 
Gregg writer, and they would be 
the envy of many veteran secre- 
taries! As you must know, estab- 
lishing a good style of shorthand 
means that you will have much 
more satisfactory progress in at- 
taining shorthand speed and tran- 
scribing skill. 

Once again, congratulations to 
all of you on such beautiful short- 
hand entries. And now on to the 
names of our prize winners! 


First Place, High School Division 
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Hilo (Hawaii) Commercial College—First Place, Private School Division 


uF al 


| Ad RITE scm 


Catholic High, Altoona, Pa.—First Place, Parochial School Division 











SCHOOL AWARDS WINNERS 


Grand Prize 


Silver Loving Cup to the School, and a $100 U, S. Savings Bond 
to the group of Teachers 
Assumption Commercial College, Bangkok, Thailand; Brother Rogatien, 
P. Manu Sasiprapha, R. Sanan Chomphaisal, Jos. Tan Lip Hung, 
P. Vichit Sukthavorn, and P. Thiva Boonyavanich, teachers 


Divisional Prizes 
Top Places 


First-Prize Trophy to the School, and a $25 U. S. Savings Bond 
to the group of Teachers 
High School and College Division: Albuquerque High School, Albuquerque, 
New Mexico; Lillian M. Kieke, Wilma Deen, and Juanita Patterson, 
teachers 
Prit ate School Division: Hilo Commercial College, Hilo, Hawaii; Mrs. Daisy 
Conquest and Alice on teachers 
Pare hial School Division: Catholic High School, Altoona, Pennsylvania; 
Sr. M. Lois and Sr. M. aortas Ann, teachers 


Second-Prizse Banner to the School, and a **Sweepster”’ Pocket Watch 
to the Teachers 


High School and College Division: Wallace Rider Farrington High School, 
Honolulu, Hawaii; Mrs. Keakealani L. Char, Mrs. Florence N. Sakai, 
Mrs. Yuriko Y. Nishimoto, Encarnacion M. Domingo, Jessie S$. Osaki, and 
William Nakamatsu, teachers 

Private School Division: Philippine College of Commerce, Manila, Philip- 
pines; Eutiquio C. Mendoza, Francisco Ancheta, Mrs Sebastiana S. 
Aragon, Rustica C. Carpio, Mrs. Carmen S. Estante, Mrs. Soledad S. 
Orlina, Juan C. Samano, Florencia I. Sison, and Adelaida B. Zamora, 
teachers 

Parochial School Division: St. Mary’s Academy, Colon, Republic of Panama; 
Sr. M. Heribertha and Sr. M. Stanislaus, teachers 


Third-Prize Banner to the School, and a Fountain-Pen Desk Set 
to the Teacher or Teachers 

High School and College Division: High School, Shinnston, West Virginia; 
Mrs. Velma Love, teacher. 

Private School Division: Margaret Dietz Commercial School, Honolulu, 
Hawaii; Mrs. Edith B. Dietz, teacher 

Parochial School Division: St. Ann’s Academy, Rawdon, Montcalm, Quebec, 
Canada; Sr. Lucien Marie and Sr. Patricia Marie, teachers 


Prize-School Banners 


Next Five Places 


Banner to the School, and an Esterbrook Fountain Pen 
to the Teacher or Teachers 


High School and 


Parochial School 
College Division 


Division 


Private School 
Division 


High School, Marys- Goldey Beacom School Notre Dame High 
ville, Kansas; Trene of Business, Wil- School, Southbridge, 
Creager, teacher mington, Delaware; Massachusetts; Sr. 

High School, Ecorse, Mrs. Isabella B. St. Jean-du-Cenack 
Michigan: Carl Hitch, teacher and Sr. Eustelle-de- 
Peterson ands Mrs. The Gregg School, UEucharistie, teach- 


Mildred Compton, 


Croydon, Surrey, 
teachers 


ers 
England; Winifred Seton High School, 


Parker High School. Price, teacher Cincinnati, Ohio; Sr 
Greenville, South Kobe Sogo Training Dolorita Marie and 
Carolina; Lucile School of English Sr. Alice Jerome, 


Miller, teacher Shorthand, Kobe St. Justin High School, 


fie ae ke City, Japan; James Pittsburgh, Pennsyl- 
School, Pekin, Ii, _ A Azegami, teacher Vania; "Sr, Myrene, 
nois; Myrtle E. =o irtanburg Junior yo ats Rohe! 
Mabry, Juliabel College, Spartan- Melsanies Cnmat 
Strauch, R. J. Franz, burg, South Caro- Tone: Sy. M. Lionel 
and F. R. Howell, lina; Mrs. Dorcas S. Holy Name of Jesus 
teachers Waugh, teacher Hich School. Wor- 

Kaimuki High School, Dunsmore’_ Business cester, Massachu- 
Honolulu, Hawaii; College, Staunton, setts; Sr. M. Rose 
Hanako Miyamoto Virginia; Mrs. Eliza- Lillian and Sr. M. 
ard Glenn Y. Hama- beth S. Brant, teach- Rose-du-Sacre- 
da, teachers er Coeur, teachers 


Runners-up—All Divisions 


Banner to the School (Listed Geographically) and a Blue and Gold 
Enamel O. GC. A. Pin to the Teacher or Teachers 
John Carroll High 


Mary Madeleine du Madonna High School, 


School, Birmingham, Calvaire, and_ Sr. Aurora, Illinois; Sr. 
Alabama; Sr. M. Mary Monique du = Margarita, teach- 
Mildred, teacher Rosaire, teachers 

Sacred Heart Acade- Queen of Angels Acad- Gand Counsel High 
my, Cullman, Ala- emy, Montreal, Que- School, a ago, Ll- 
bama; Sr. Mary bec, Canada; Sr. linois; Mary Do- 


Lourdes, teacher Mary of Bethlehem, a 7 Her a 
Joint Union High Sr. Mary Laure The- Josephinum High 
School, Kingsburg, rese, and Sr. Gerard School, Chicago, Ll- 
California; Mrs. D. Marie, teachers linois; Sr. Xaveria, 
Sherman, teacher Holy Ange ‘ls Academy, teacher 
Union High School, St. Jerome, Quebec, Mundelein Cathedral 
Manteca, California; C anada; Sr. Mary High School, Chica- 


Marion Lothrop, Roseline, teacher go, Illinois; Sr. Mary 
El Dorado County High Prairie Bible Institute St. Monica, teacher 
School, Placerville, High School, Three St. Augustine High 
California: Elsie M, Hills, Alberta, Can- School, Chicago, Il- 
Kain, te sacher ada; Dorothy T. linois; Sr. M. Joel, 
Union High School, Yank, teacher teacher 
Watsonville, Cali- St. Mary’s Academy, Evanston Township 


fornia; Ruth Mahan, 
St. Ann’s Academy, 
Montreal, Quebec, 
Canada; Sr. Mary 
Ann Laura, Sr. Mary 
Rose Paulina, Sr. 


Windsor, Ontario, High School, Evans- 
Canada; Sr. Eulalie ton, Illinois; Doris 
of Rome, teacher Howell, teacher 
Roosevelt High School, Streator Township High 
Honolulu, Hawaii; School, Streator, Illi- 
Kathryn Donovan; nois; Clare M. Louis, 








INDIVIDUAL WINNERS 
Grand Prize 


Silver Loving Cup 
Edwin R. Bowman, New Rochelle High School, New Rochelle, New York 


Student Division 
Top Places 


First Place—Silver Loving Cup—Margie Sedillo, Albuquerque High School, 
Albuquerque, New Mexico 
Second Place—Sterling Silver O. G. A. Medal—Patrick J. Creighan, 
Monaghan Technical School, Monaghan, Ireland 
Third Place—Esterbrook Fountain Pen—Thelma Beagle, Christian High 
School, Holland, Michigan 


Next Ten Places 


Personalized copy of Hutchinson's ‘Standard Handbook for Secretaries” 


Violena Chin, St. Mary’s Academy, Colon, Republic of Panama 

Arlene Latour, Holy Name of Jesus High School, Worcester, Massachusetts 
Pauline Colaianni, High School, Ecorse, Michigan 

Janice Stevenson, The Gregg School, Croydon, Surrey, England 

Norma Jean Mayfield, Parker High School, Greenville, South Carolina 

Joan Bauer, Community High School, Pekin, Illinois 

Ruth Adaniya, Farrington High School, Honolulu, Haw aii 

Chanin Chantharinthu, Assumption Commercial College, Bangkok, Thailand 
Alice Archambault, St. Ann’s Academy, Rawdon, Montc alm, Quebec, Canada 
Cecil A. Heath, East Carolina College, Greenville, North Carolina 


“ = + = = = = 
Stenographer Division @ 
Top Places 
First Place—Silver Loving Cup—Lt. William Mac Quarrie, U.S.A.F., 
615 AC/W Squadron, A. P. O. 132, ¢/o Postmaster, New York 
Second Place—Sterling Silver O. G. A. Lavaliere—Doris R, Lynn, 
57 Carshalton Road, Sutton, Surrey, England 


Third Place—Esterbrook Fountain Pen—Yaeko Teraoka, 
Hospital, Kohala, Hawaii 


Kohala County Ps 


Next Ten Places > 
Personalized copy of Hutchinson's *“*Standard Handbook for Secretaries” ys 
Alice Shibuya, 1521—15th Avenue, =D, Seattle 22, Washington 
Rosie Belle Packard, “ussey Hill, Oakland, Maine 
Carmen D. Camacho, Box 1437, Ancon, Canal Zone 
Earl M. Armstead, 802 5lst Street, N. E., Washington 19, D. C. 
Ayako Naito, P. O. Box 58, Ookala, Hawaii 
Ann Runion, Box 351, Williamsburg, Virginia 
Catherine A. L. Lake, Factory Road, Antigua, British West Indies 
James A. Azegami, 364-1, Kanda-cho, Hyogo-ku, Kobe City, Japan 
Hatsumi D. Kaneshiro, Hawaii National Park Post Office, Hawaii National 
Park, Hawaii 
Arsenio L. Mendoza, Office of the Provincial Treasurer, Bayombong, Nueva 
Vizcaya, Philippines 


Teaeher Division 
Top Places 


First Place—Silver Loving Cup—Daisy E. Conquest, Hilo Commercial 
College, Hilo, Hawaii 
Second Place—Sterling Silver O. G. A. Medal—B. Thiva Boonyavanich, 
Assumption Commercial College, Bangkok, Thailand 
Third Place—Esterbrook Fountain Pen—Sister Eustelle-de-l Eucharistie, 
Notre Dame High School, Southbridge, Massachusetts 


Next Ten Places 


Personalized copy of Hutchinson's ‘Standard Handbook for Secretaries” 


Alice Okuda, Hilo Commercial College, Hilo, Hawaii 
Edith Marie, Sacred Heart High School, Pittsburgh, Pennsylvania 
Sadie E. Davis, Williams High School, Stockbridge, Massachusetts 
Joe Clegg Phillips, Panola County Junior College, Carthage, Texas 
Carl H. Peterson, High School, Ecorse, Michigan 
Sr. M. Lionel, Colon, Republic of Panama 
Haim Bar-kama, ““Ulpan Gregg,” Haifa, Israel 
Donald Reed Squires, High School, Stoneham, Massachusetts 
Winifred Price, The Gregg School, Croydon, England 
P. Vichit Sukthavorn, Assumption Commercial College, Bangkok, Thailand 





St. Catharine Acade- at Salem, Salem, 


Jesus Mary Academy, 


Horace Mann School, chusetts; M. St. High School, St. Paul 
Gary, Indiana; Julia Noel and M. St. Park Minnesota; 
C. Brown and Tres- Vincent de _ Paul, Dora Jensen, teacher 
sa Sharpe, teachers Mt. St. Mary Academy, High School, Carroll- 

High School, Ham- Fall River, Massa- ton. Missouri: Verna 
mond, Indiana; R.C. chusetts; Sr. Mary L. Leech. teacher 
Dewalt, Perle Marie Dionysia, teacher I zs lat . Heart of 
Parvis, and Margaret St. Louis Academy, "a ee , wey Buf- 
Williams, teachers Lowell, Massachu- f “4 Ne s Yo. é. § 

i . alo ew or Tr. 

High School, Inde- setts; Sr. Agnes-du- aise Oilieee gheckn 
pendence, lowa; Saucvceur and_ Sr. pe os , 

Mae M. Hanlon, W ilfred-du-Sauveur, : 
teacher State Teachers College Immaculata Academy, 


o umburg, New York; 


my, St. Catharine, Massachusetts; Bea- Sr. Prudence 
Kentucky; Sr. Clare, trice Witham, teach- and Sr. M. Terentia, 
teacher | er te ache rs 

Clinton High School, Bartlett High School, High School, Ithaca, 
Clinton, Massachu- Webster, Massachu- New York; Eva E 
setts; Mildred E. setts; Marion W. Firra, Mary Hon- 
Gannon, teacher Currier, teacher charik, and Mrs. 


High School, Dracut, High School, Alma, Phyllis M. Seager, 


Massachusetts; Mrs. Michigan; Marilla teachers 

Blanche B. Roussel, Parfitt, teacher High School, Middle- 
teacher Christian High School, town, New York; 
Holland, Michigan; Mrs. Grace W. Guat- 


Fall River, Massa- Sena Grevengoed, tery, teacher 
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Wallace Rider Farrington High School, Honolulu Hawaii — Second Place. High School Division 


a a in RE a CR Bio nS, : vet - ry ; 
St. Mary’s Academy, Colon, Panama—Second : ' mt FIRST PRt ie Pd ¥ A 7 : 
Place, Parochial School Division . : + é "Skew Tuten « 
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Central School, Water Haverford Township 
ville, New York; Senior High School, 
Mrs. Catherine ( Havertown, Pennsy! 
Manion, teacher vania; Elsie Myers 

Sacred Heart High and Mrs. Constance 
School, Yonkers, New Bevins, teachers 
York; Sr. Mary Ed St. Boniface Business 
mund, teacher School, Philadelphia, 

East Carolina College. Pennsylvania; Sr. 
Greenville, North Mary Leola and Sr 
Carolina; Audrey V M. Theresa Marga- 
Dempsey and Lena ret, teachers 
C, Ellis, teachers Lamar State College of 

Gallia Academy High rechnology, Beau- 
School, Gallipolis, mont, Texas; Mrs. 
Ohio; Eulah Wil- Norma S. Hall, 
liams, teacher teacher 

High School, Garfield Edgewood High 
Heights, Ohio; Anne School, San Antonio, 
Neville, teacher Texas; Mrs. Cecil L. 

Oregon State College. Davis, teacher 
Corvallis, Oregon; St. Patrick’s School. 
Mrs Hilda M Jone _s } rederiksted, St 

Slovak Girls Academy, Croix, Virgin Is- 
Danville, Pennsylva- lands; Sr. Mary ao : — . . ; . =o 
les &¢, 04. Eiioon Vanna. toades Philippine College of Commerce, Manila—-Second Place, Private School Division 


1 Honorable Mention—Scechool Division 
GOLD SEAL CERTIFICATES 





— , Nova Scotia: Sr. Jo ’ : St. Gregory High School, 
Alabama California oe | Colorado pe ae Fay ~~ lowa 
eacher I School, Greeley o, Sencnes H Schoo! dons 
High School, Montevallo Union High School, Bar- St Michael's Ac Vildred 8S Hil. Siena High School, ¢ -. we —_y 
I Susie DeMent, teacher stow Leona krans Chatham, New ae sic 4 ~ cago; Sr. Mary lrene I ave Schnep!, 
and Ramona Otellio, wich Mu i n, Contenat ‘ cheat teacher eachet ’ 
T teachers teacher aoe - " Maedel Brown's Business College High School, Bloomfield 
Union High School, Galt; St. Patrick’s Reestnes enn lg Decatur: Mary Parl Vera Ritzinger, 
» é heresa Silva College, Digby, Nov : 7 ‘ teacher eacner 
s Bermuda Theres Cesees. Beaty. seve : Senter Wish Sched, Vie High School, Hawarder 
Mount St. Agnes Acad Glendale Union Acad Charl t Connecticut rt: Frances Rit D rothy D Fiz, 
1 XZ s adem on > “patentee 5 MT sees h , . 4 her eacher - 
: Hamilton; Sr. Mas y — nog A eat r er M li ute Acad Monticello’ College, God i s Leon; M ; 
a ne I Beach City College, gh, Ontario; Mar emy, New Britair fre Deane Leim ~ , 
” macnet Long Beach; Mrs garet A. Orde Bat . Mary Thomas uehler, teacher eache 
Pe Irma E. Himmel tersby, teacher 1 Sr. Mary Cyril, High School, Huntley 
bauer, teacher Rosetown Composite Hig HHannah Martin 
— -_ Chaffey Union High School, School, Rosetown 7 ait Ur ersity Hig! School e , 
Ys British Guiana inant ion. enireheieeren: Olhee Hawaii Normal; Mary D Kansas 
"s Freasier, teacher Ntaffen, teacher Wel ind Marilyn i 
ad St. Rose's High Scho Catholie High School, P Saint Vincent Gir Saint Joseph's High _ Meyer, teachers High Scho Abilene { 
i, Georgetown: Edn mona: S Mary High Schoc Saint s wl Hilo S Towr hip Hig! Schoo Vahel | Pinson 
Hart, teacher Doloria, teacher John, New  Bruns- Ml incilla, teacher Palatine Stanley teacher ; 
1 Royal Commercial School, Notre Dame High School sick: Sr. Marie Es J eecy + ae nity _ a lasee : 
3 Lacytown, George San Jose Sr. Mary telle, teacher . Frankfort Community gh Clara Rollman 
z town: E. Muriel teginald, teache College du Sacre-Coeur Idaho School, West Frank eacher Pe 
- Jones, teacher High School, Woodland Sherbrooke, Quebe ea ene eee oe fort Jul Under Senior High School, Bur 
Ss. A. Gwinn Polmere sS Jeanne jones, 7 ry rte ~ ~4 wood, teacher ingt n Melbourne 
r nd Raymond B teacher v od seosinan I ; / Nelson, teacher , 
Ellam, teachers Hig! ad - “RB ~eifeot migh Schoo ' Girard; > 
eae ib 4 LACHI OO dith "roRhe ‘ 
P British Hiclen Kotter, teacher “ tea Ae ‘ social 
K; West Indies Canal Zone : Indiana Immaculata High School 
; ° . Leavenworth: Ny 
t ( anad: os Lhd betened wamnee Raswe 4 eee 
The Convent High School Rainbow City Occupatior , = as Meshes forte? 
sasseterre, St. Kitt al High School, Cri St. Mary’s Central High High School, Whit Rural High Schoc B c- 
Mother Joseph M St. Charles Commercial tobal; Terry A. But- School, Carlyle; 81 ing; Joan M. Cough- ria; Br. M. Petro 
teacher Schoo Ar erst, ler, teacher Miriam. teacher lar teacher nil teacher 
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\l J ‘ 4 le 
Biddef P s 
M. Elise-de-la-¢ 
il . t or 
VV 7 | j 
Lil teat 
i B { eue 
" n: Mrs. M 
l Hay 
I) Hi Sol ‘ 
Li . ul 
Le wher 
M ‘ Aca 
i Li . 
f ‘ 
Maryland 
N Dat 
e: Sr. Mary 
/ ~ V 
ul ( f 
( \\ I t 
7 
a} tea t 
Che (ha 
Ser ii Sel 
i la Lill “j 
vi t 


Massachusetts 


H Name High School 
Chicopee s Alfre 

I Ss ol East Bos-: 

ul Gertrude 

Gould ea er 

D Academy. Fall 
RK ! ‘ Jeanne 

i teache 

I) e High School, Fa 
Kiver; Aath nel 
il teacher 

Blood H 

s ol. Holyoke s 
Vv ‘ inne Lilian 
amd S Ja ueline 
V e, teact 

Se w High School, Lee 
minster; ¢ ive U 
Walsh, teacher 
son igh School 
North Andover 
Claire 7 Torpey 
teacher 


Academy Maria Assump 
ta, Petersham; &r 
rancoise-de-S Jo- 

seph 





teacher 

Mission Church High 
School, Roxbury ; S 
Vary Solano S 
Vary Magdalene and 
Sy Mary Jude 

whet 

Hig School Scituate 
Ruth I Howkes, 

St School 

ache 

Michigan 

Hig! School 


Alpena; 
Hazel Cucner, teacher 
High School Care VU 

el 


hel Wubbena ; teacher 
Arizona 
St. Michael's High School 
St Michael Ny 
Mary Evangelist 
teacher 
Arkansas 
High School Heber 
Spring Ollie Fa 
chson, teacher 
St Anne's Academy, Fort 
Smith Sr. Mary De 
Sales, teacher 
California 
Burroug! High School 
China Lake Mrs 
Doris Pierson, teacher 
Ss Agnes’ Convent, Le 
Angel Sy lary 
Clarind teacher 
I n High School, Mer 
ced Beatrice M 
Fer teacher 


Canada 


ly Perpet 


La of ual 
Help Commercial 


1() 








S 4 High § 
Ihe s Ml 
Francit ea I 

Ss te Ss 1 
roit: Sr. Mary R 

Ss 1 He High School 
lis S / 

j eacher 

S t Truax H 
Sel 1 Trentc 
Mrs Thelm he 
teacher 
Minnesota 

( H S 
‘ stor D U 
V é n, teacher 

H Sel Deer K 
Gertru 1. Dau 

G 1 Counse Acace 
Manka S M 
El th, teache 

‘ lia College, Moore 
ead Alm 1. OF 

Al achet 

H rrinity High School 
New Ulm; & 1 
Dionysia teacher 

High School, Plainview 
Jeanette I Camp 
bell, teacher 

High School, Red Wing 
Joan Sivinski, teacher 

High School, Rosemount 
Irene 1 W imme 
teache 

Our Lady of Peace Higl 
School, St. Paul; 8 
Mary Jean Joseph 
teacher 

Hig School, Sau Ray 
ids va Allen 
teacher 

High School, South St 
Paul; Helen Hoore 
and Helen idais 
teachers 

High School, Willmar 
Edith M Johnson, 
teacher 

Missouri 

R High Sel 
Hickman Mil i 
Wrisinger her 

(¢ r High S ‘ Ka 
sa City; Cathe 
Church, teache 

Saint Frat Acace 
Nevada s V 

St Mlizalbe Acadet 
Ss Loui s MU 
J kh, teacher 

Midway School Dist 
R-2 Start ( 
Lud G Thom 
teache 

Montana 

Girls Central High School 
Butte Ss inn Ru 
pert teacher 

Custer County Hig! 
Schoo Miles City; 
Evalyn 7 Isanue 
teacher 
Nebraska 

Creightor Higt Schoc 
Crei t VU Lu 


Honorable 


School Hanna Al 


herta Sr. Mary Al 
phonstts teacher 

Hol Kosary Commercial 
School, St Stephen 
New Brunswic Sy 
MW Helena teacher 
Colorado 

Mt St. Gertrude Acad 
emy, Boulder S 
Varu Artemas 
teacher 

Sargent Consolidated 
High School Monte 
Vista liztaheth 
Beirviger, teache 

St Anthony High 
School, Sterling sy 


VW. Luurene 


Connecticut 


Bacon Academy, Colches 
ter; Dorothy J 
Wieczorek, teacher 


High School, Meriden 
Dorothy 
teacher 

High School 
kK Bergin, 


Sct. Joseph High Sche 


teacher 


R. Gorton, 


Naugatuck ; 
teacher 
ot, 


North Grosvenordale ; 


Put High Sel Cr 
Hlelen Lohm f 
Ho Name Sel Oma 
i S Vl hile 
eachet 
s High S S 


Notre Dame High 8 
serlir S Ti S 
Mildred, teacher 

St. George High School 
Manchest« S V 
of St. Joseph Armand 


teachers 


New Jersey 


( ell College f W 
er Caldwe S 
Mary I ert i 
Dumont High Sel ID 
ont Vv 7 | 
Gross. teache 
Blessed Sacer ‘ ( 
¢ al Scho N 
ar S Ml i 
nue, teach 
( er H S 
Wickatur S Vv 
Leonill s V 
Fel t 


chool La Ve 
Ny ( 1 The 
teacher 
St Catherine I 
School S | 
Sr. M. B J 
A, te 


S Mary B 
School. Buffak S 
Mur Vine ‘ 
Mory Juster S 
Daniel uM Ss 
Mary Celest 4 
N Vary ¢ ” 

teacher 

l Acader 
Hamburg S MV 
bs) UY ti te 

Hig Scho H ime 
inna Eo M 

Saint Anthor Sele 
New Ye Ss Ml 


St. Vineent Ferrer Con 


mercial High Scho 
New York; S Rose 
Clement, teache 
Oceanside High Sehor 
Oceanside Long 
Island Wilhelmin 


Vunnenkamp, 
Central School Wells 
l Mrs. Evelyn 


teacher 


teacher 
ville 
Aldrich 


North Carolina 


Louis 


Louisburg College, 
bu John 


irg ; Adelaide 

son, teacher 

High School, Mount Holly; 
Mrs 7 I Wore 


Jy teacher 





Mention—RED 


District of 
Columbia 


St Cecilia Acadeniy 
Washingtor Sy. M 
Alphonzett teacher 

Springarn High School 


Vashington 
Callir S 


teacher 


Daniel, 


Hawaii 


vent 


Idaho 


Northwest 
lege, 
Rose 


teacher 


Nazarene 
Nampa; 
E 


Col 


Illinois 


Angel Guardian 
School, Chicago: 7 
M. Matthew, teacher 


High 


North Dakota ron ree ae 
Read, teacher 
High School, Jamestowr Hatboro-Horshat H 
VahelHa e, teacher School Hatbor 
St. Mary High School Charlotte D. G 
New England Sr teacher 
M. Margar teacher M. 8S Hershe lu 
Senio H } so 
‘ Hershe Jose 
Ohio Soph Pine 
Central Cathol iH 
Im culata { reial Scl Johnsto 
Hit Sct Cir Sr V | 
cint x Vv teacher 
Kenneth, teacher i Pier Met 
S Star 1 i High S La 
Sehe Che ind er; F. Dill 
S VW y € n iM / 
Jett rs 1 Towr s« Linde Ha J ( 
Dayt Vl uM exe I M 
VU le Vv et 1 va ef 
N Dame H . é 
H Srl 1 ( ( iH 
tea sx MeSher 
s M H s . ws 
Ma S ul 
ul iy ’ é 
oO! t S ( M Hi Ss 
0 \ i 
G { A | 
: High S N 
Mer H s Vu ! / 
st.M Mrs. O 
S H G i s 
Hig Sel s I xt N 
s ” i ( 
s Heart H s 
N D A I ! ! Sr.f 
in* Slee 4 Yi . 
1. Ap , te Al 
Hig s Waterf Ss Frat \ ‘ 
Lou ( S y 1. Iw 
Hig < V“ ler Higl s \ 
V / R ona; M He 
| ‘ ‘ t cl 
Maryn High s¢ 
es-Barre 
Oklahoma Mary Vincent. 
Saint Mary's H Se 
Williamsport 
reer —— 5 WV tt 
: ; ‘ ‘ Hig . 
/ “ 
Yor S Vv 
I ! ul 
Will Re H s 
Tu I v Rhode Island 
N Dame High 8 
Cer il i} 
Oregon + done 
i i Sr. M 
Orevor ‘ ty S ll D ld ~ 
No Oregon ¢ f 4 t 
Db h J 1 . 
lLeacthe . 
Lake Oswego High Sec! South Dakota 
Oswe kl eth 
Oren eacher Lead High Sel Le 
Springfield H Schor Ni Nat 
Springfield M eacher 
Be D Wal Black H Teachers ¢ 
te he lewe Spe fi 
elyn Ell ear 
Pe Ivani: 
ennsylvania pas 
Tennessee 
Senior High 8S I 
‘ ( / “i ’ Tennessee A. & |. S 
tea r I ersity Na 
Hig! s ‘ ville Essir 
ul I 7 und Mile a 
nis, ea t ter eacher 
Senior High Sehoc ! 
or M h h -. 
ans. dente. t Texas 
Frankenfield kd 
4. All nd High Sche A 
Mory M.S Mrs. @l s/ 
tear te ‘ 


SEAL 


St. Mar f Perpetual Helen We n 
Help Hig School teachet 
Chicago Sy VW / Our Lady of Good Cou 
Clementia, teacher School Fonda 
St Anthony High Schoo Mary Mark teacl 
Effingham: Sr. Ma High School Crestor 
rie Thoma teacher , Hilda Hiatt, teact 
P , ; minaculate Conception 
—— oe v gh St = Academy, Daver 
awville tanahel 
Margen. teaches port; Sy Mary 
trus, teacher 
Community High School 
Roodhouse ; J. Bruce ‘ 
Sardiga, teacher Kansas 
High School Reynolds ; 
Edward M. Mitchell High School, Eric 
teacher Edith Willso 
High School, Mooseheart teacher 
Linda Sedenberg and Girls Catholic High 
“ Drinhaus, School, Hays; 8 
teachers fugustine, teache 
High School, Marshall Community High Sehoo 
\ Mildred R Norton; Emma Sn 
Bush, teacher ka, teacher 
Senior High School 
Pittsburg ivy 
Iowa Nelson, teacher 
Rural High School, Quin- 
Catholic High School, ter; John K. Sheets 
Muscatine; Sr. Mary 
Eloise, teacher tot. 
St. Peter High School Louisiana 
Keokuk ; Sr Vic 
toria, teacher Holy Cross High School 
St. Mary’s High School, New Orleans 
Clinton; Sr Mary Hilary, veacher 
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Winners 


Mrs 


Pe 





American Busine 


Inst 
tute Fort Wort! 
Mrs. Belle J. Beet 


Virgin Islands 





‘ lansted Ss 
Croix Vothe V 
Dymphr r € 
Utah 
Wa \ ler M 
I V I 
( te ! 


I I iH s 
1 | ‘ 
eachel 

I ng H Ss 
bu He ( 
Be ‘ ‘ 

H Ar ‘ ! 
Sede S \ 
. vi ‘ J 

R ‘ 


High S 13 
j/ Ny , , 
Ss ‘u School, W 
Hilda Mes 
ea 
s Ix ip High Scho 
l ) \ 





Reg lig Schoc hau 
( ‘ S WV. De 
lig Schoe \y 
Bru ii Au 
Union Hig Scho M 
! Junction iin 
i lunew ache 
P Xi Hi s 
M i et S Fi 
Adds S WwiaA 
W yoming 
Hig! School Laran 
} t Willian 
eacher 
Natrona County Hig 
Sel Caspe VW 
Pou imap 
Maine 
High School, St. Agatha; 
Christine d 
Marie, teacher 
Maryland 
St. Elizabeth Commercial 
School, Baltimore 
Si Vargaret Cruci 
fira, teacher 
St. Watharine Commer! 
cial School, Balti 
more; Sy wy 
ireta, teacher 
St. Mary, Star of the Sea, 
Baltimore Si M 
St. Gerard, teache 
High School, North East 
Rosalyn M, Walters 
teacher 
High School, Towson 


Theima Pyle, teacher 


Massachusetts 


St. Mary's School, Bever 


ly; Sr. Therese 
Gierard, teachet 

St Michael's Academy, 
Hudson; &r Marie 
Fidelis, teacher 


Tenney High Scl.ool, New York 


Methuen: A 


SN ———————— 














St. Joseph’s High Sct st. J ( ercial 
North Adar s H School, 1 
Thomas Vincen S 7 | iP 
St. Mic el’s High S l acula Hig s 
N then ptor s New ¥ 5 M 
St. Willia her - Fl t eache 
Holy Trinity High S School, S$ 
Roxbury S V Lake M i 
j nie " il ar ea 
st. J haA I . + Si S / 
e 1 Gilet } VU | 
el Hu : 
\ ’ 
S ri é H = Vr ! it ( 
S S FI é 
H S Westf Ohio 
a le M B i] 
nee H . 
I ‘ t 
Michigan 
M H . 
\ H s I ‘ ‘ Ml 
Auburn He Bs 
) the } ‘ e Sale ° ° . "Be : .o ane ° , a 
— School. Newark; s Shinnston High School. Shinnston. West Virginia—Third Place, High School Division } 
» < ! ij ‘ er j 
seas Ml High Sel N 
“a . ul 
\ i) 
H Si G é f 
Re " u r ins H Sehoc 
rv hat Sr. ht * 
i f 
( ( il H \ 
Xchool, M Oklahoma | 
S tose Gi ' 
H : ‘ 
° M } 
Minnesota . 
\ 
Mornit H Oregon { 
| i 
1. Lal . - - 
s M A - 
I he ( : 
W . H s I) 
St. 1: M i - 
Heart A 
Llmete . j 4 
e ° ° M va 
Mississippi Crook County Highs 
Pris ; 
St. | s N oe n. teaeli 
S ul I? iH School, St. H . 
™ Dolores P | 
ea High § \ ' 
: : i i Po Sha 
Missouri 
H s I Pennsylvania 
} i 
H s M ws . [ 
Mrs. Alice 7 a , 
eI ~ . . . . ee r . . . 
. . Gil Bia Dietz Commercial School. Honolulu. Hawaii--Third Place, Private School Division 
iid ‘ 
| 
Mt a Hi ; ~ ; 
ul een 
‘ ‘ Hi ~ 
Ma ‘ S 
Montana 
i = \l li 
e ‘ i j PP ¢ 
: H 
. \ K 
ee 
Nebraska s rr Hig 
~ f {, 
. 
heck County Tigh i Rose M 
\ eH S 
| rn 
H s ‘ ‘ , M 
R EB ” , 
) %. ce ( ; u H 
| 
; c St. J H 
i s I / \\ : t: & 
/ . ‘i 7 | il t wher 
WV } i ° 
; Puerto Rico 
New Hampshire \ 1 Sa Peresita 
Na ) s 1/ 
ul acher i 
{ ‘ 
Mrs. F A. ¢ . . 
il. ten South Carolina 
4 ‘ler ) 
y: Donald Hf H 1H S 4 * 
f nm, teache erson; M Ml 
1 Aug Aca ‘ il VU m 
Ci rary Moti D. Gan u 
St ilda, teat 
l er orth High S —, 
Somersworth : M lennessee 
i. Lefet rhe — 
High School, Montere St. Ann’s Academy. Quebec. Canada Third Place, Parochial School Division 
New Jersey M Sue Brows 
P 
Mt. St. Dx t Acad van 
ea Caldwell: 8 Vv Texas 
Vv lene M ‘ her 
I School, Du H Sel Leve ] 
Wallace F. M ” Mra “d Own i ae ——e School. Top Masor Lelah Jane Aquinas H School, La 
ae tamaiaed rider : Virginia PS. Posing G Powell’ teacher Crosse: Sr. M. Ba ' 
H Schoo Pasadena field. teachet Sherman High Scho nie, teacher ps 
Fern Lane eacher H s ‘ ) ha se Vary G 
er a Bell _ ‘ tdams. teacher M nna High School 
; West Virginia ue. Jason's Rendumee. Mauston; Sr. Mary 
H Vermont . Wheeling: &f, Af Paul, teacher 
Washington ee Sadie daneine - mioih Udine 
St. Paul's High School School, B at Vrs. Hazel M. Bill { 
Pe Fn — a eee 25 arte We ~ ras oe Wisconsin eacher 
. rncois lé Je nua ' n va eT 
New Mexico thee vi cigs Pa D snd Elkins College, \ Vitae Woodruff 
my, Be Fiee Acaden St St. Euphrasia Sechoc Elkins:  Glorée \ S High Sel "0 ! 1 Hig ane > Weed R 
rie G len Hig School Albar Germaine Seattle Ha:el Bur Payne, teacher i Lat hut M ! a erray, ve 
Anthony june l Ve Pe ulf, teacher net eacher Wahama High School, ( eu eacher scenes \ 
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Honorable 


School 


Mention 


Division 


BLUE SEAL 
Certificate Winners 


Alaska 


ll s 0 rr l 
ul G Lytl 
alifornia 
I n High Se ‘ I é 
Lake Mis. Laure 
Ii s s I 
‘ an 


Ss Mar H Ss ‘ 
\\ Ss VU 
B ntu her 
Hig ( Gold 
i 1. Ma 
teacher 


Georgia 


Sou Fulton High Sehoo! 
Fast Point Vises ¢ 
L. Clements, teacher 


Illinois 


MeCray-Dewey High 
School, Tre Ruth 
DuComb, teacher 

High Schoo Elizabet! 


Vrs. Ruth Herriott, 


Indiana 


High School, Montpelier 


Mre. James G. Nunn, 


teacher 
Kansas 


Rural High School, Clif 
ton tobert B 
Leonard, teacher 

High School Neodesha ; 


Ruth Kout:, teacher 


Kentucky 


Nazareth College, Nazar- 
eth: Nina Alice 
Bowmer, teacher 


Louisiana 
High School, Buras 


Sumuel M. Dew, 
teacher 


Maine 


High School, Houlton; 
Jolin H. Fahey, 


teacher 
Mount Merici Academy, 
Waterville: Mother 


Mary Lucu, teacher 
Maryland 


St. Andrew's Business 


School saltimore 
Sr Mary Clarinda, 
teacher 


Massachusetts 


Higl School, Framing 
ham, Anne KK. Kirby, 


teacher 
Williams High School, 
Stockbridge, Sadie 


LE. Daris, teacher 


Michigan 
High School Calumet ; 
Robert) L Randell, 


teacher 


42 


St. John's School, Essex- 
ille: Sr. Joho 
Varie, teacher 

H Scho« G t 
Kdyth i 

H Schoo H lale 
Mrs. Neta V. P 
Minnesota 

Hig School MeGre 
Jeanr / Hianson 
teacher! 
Nebraska 

St. i s 
i Sr. M 
H ea 

Hig ~ ~ ’ 


St. Mary Hig sc 
Rutherford S 


Maureen Anne, 


Hig Sel I " 1 
ul ( 
lear t 
New York 

cer ! I é Acad y 
‘ nin Mayr { 
fiantey veh 

Blessed Sacrame Aca 
emy ve rl Ny 
Mary Veronica 
teache 

North Carolina 

Hi School, Clinten 

Jcan Douglas, teacher 
Ohio 

Hix! School Ashtabula; 
inn Wagg. teacher 

High School, Middleport; 
Vinus Lee teacher 
Oklahoma 

Hig School Healdton; 


| 
Mis, Ethel DD. hend 


rick, teacher 
Pe Ilvani: 
ennsyivania 


Vinecentian High School, 
Pittsburgh; Sr. Mary 
Germaine, teacher 

High School, Wiconisco; 
Margaret A Wal- 
luce, teacher 


Rhode Island 


High School Warren; 
Vrs Hiannah NN 
Hickey, veacher 


South Dakota 


Immaculate Conception 
School, Stephan; Sy 
M fudrey. teacher 


Tennessee 


Con -ent of the Good 
Shepherd, Memphis 
Si Varn of St in 
drew, teacher 


Texas 


Inearnate Word Academy, 
Houston.; Sr. M. Au 
justine, teacher 

High School, Columbus 
Mrs Minnis 
Wink, teacher 


West Virginia 
High School, Harpers 


Ferry Margaret 
Gracey, teacher 


Wisconsin 


High School, Loyal; Don- 
ld A, Olson, teacher 


(Completing the 
Contest Report) 





MATERIAL 


FOR 


OGA TESTS 





7 } ) 
{// clubs of test papers shou d he accompanied 


and assure accuracy in making out certificates. 


CT. and OGA awards until September 20, 1954 


a typewritten list of names to « xpedite checking 
June copy is good as membership tests for OAT, 


> typing tests on pages 43 and 44. 





Junior OGA Test 


a €é yy) 
or —oO =x on ns a > C/ 


ye OF 


f@2. ata £ 


a re ae ye ae tad 
Net alg AF AO ccna! YO at 
ee Rien bee 6 ol, 


a » ae 
4 A —" Ya 7 —_~ Pe ° 


a 


Ce to! 0 


en eas f en a a 


Menge ive 8 ams 


ee creek S . 0) 


OGA Membership Test 


Lo 2 


pO tee Pea ie, 


/ Be et at ot cle tn wae Oop 


on ae 


. a 


Cas € 


sy 4 LO a ce. 
eS ee ae aa 


i ae 
vil f ete fn 


df r. se 


wow 


ao : 


Saeel x 


germans P ep 


Qe? Pa N (7) 





INSTRUCTIONS: Copy the tests here 
in your best style of shorthand. trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns. on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 


helps keep your writing 
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that they have developed a good practical 
style of penmanship that will assure ac- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. “Key to the Marking of OGA 
Tests” is returned with any failing papers. 
which gives detailed criticism of the 
faults of style noted by the examiner. 








he 








OAT 


JUNE AWARDS PROBLEMS 


To qualify for a Junior 

Order of Artistic Typists cer- 
tificate, arrange this mate- 

rial as a poem. It looks like 
an essay, but it really is a 
poem! And a cheerful one, at 
that. Center your work on a 
full sheet of paper—with, per- 
haps, some decorations? 


JUNIOR 


SENIOR 


To qualify for a Senior 

Order of Artistic Typists cer- 
tificate and full-fledged 
membership in the OAT, make a 
professional-looking display 

of straight material. Align 
your margins (by inserting 
extra spaces to make the lines 
end evenly) and use a fancy 
initial letter at the start. 

Note carefully how you type 
around such an initial. 

You may, if you wish, copy 

the material given here (this 
delightful essay appeared 
originally in Arizona Highways 
magazine); or, you may 
display a page’s worth of any 
article in this issue. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 10 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. « Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * June 
copy is good as membership tests for 
OAT, CT (page 44), and OCGA awards 
until September 20, 1954. 











WHY ENGLISH IS HARD TO LEARN 


We'll begin with BOX; the plural is BOXES--but the 
plural of OX is OXEN, not OXES. One fowl is a GOOSE, 
two are called GEESE: yet the plural of MOOSE is never 
MEESE. You may find a lone MOUSE or a nest of MICE; 
but the plural of HOUSE is HOUSES, not HICE. 


If the plural of MAN is always MEN, why shouldn't 
the plural of PAN be called PEN? If I speak of a FOOT 
and you show me two FEET, and I give you a BOOT--would 
a pair be called BEET? If one is a TOOTH and a whole 
set are TEETH, why shouldn't the plural of BOOTH be 
called BEETH? 


If the singular's THIS and the plural THESE, should 
the plural of KISS be ever called KEESE? We speak of a 
BROTHER and also of BRETHREN, but though we say MOTHER 
we never say METHREN,. Then the masculine pronouns are 
HE, HIS, and HIM; but imagine the feminine, SHE, SHIS, 


ad : 
and SHIM --From The Kalends 

















SUMMER WEARS A GREEN GOWN 


q NEW GUEST has moved into the guest house. Her name is 
) % Summer. She wears that old, old look. Paris shears 

have not altered the hem of her skirt nor changed the 
lines of her sweeping dress. Bespectacled little chemists, 
stirring the brew in their odorous dye pots, have concocted 
no outlandish colors for her to go swishing about in. Slick 
and glossy fashion editors of slick and glossy fashion maga- 
zines seldom call on her for any interviews. She carries no 
appointments for sittings before high-powered cameras oper- 
ated by high-powered young men. She's just as nice as can 
be. Her plainness is the essence of poise and dignity. 


Don't think for a minute, though, that she is just ar 
old hat. She wears a green gown, and it is mighty becoming. 
It isn't a monotonous green, mind you. It is the grayish 
green of the saguaro, the silvery green of ripening grain, 
the dark green of the pine, the bright green of the syca- 
more, the light green of weeds on a canal bank, the green of 
Olives with a faintly bluish cast, the just-right green of 
new-mown grass. In her gown are gracefully blended all the 
greens of growing things. How little, indeed, she needs the 
services of the chemists and their little dye pots. There 
never was a dressmaker who could match the fragrant simpli- 
city of her gown. 


Our new guest in the guest house is mild-mannered and 
even-tempered and as gracious and as charming as she can be. 
She's gay, too, but in a quiet sort of way, the kind of per- 
son who prefers the waltz to the jitterbug. She's composed, 
serene, and smiling, and carries herself as if she were 
somebody--which, in truth, she is. She is so cool and calm 
in her lovely green gown, and she has the loveliest name. 
Her name is Summer. 
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JSUNE COMPE 


T E 


N T 





TYPIST T 


ES T 








To compu le speed 


note the number indicated at the end of the last line 
speed, divide total by number of minutes; or, to get net speed, 


you copied completely and add 1 for each additional 5 strokes 


typed. To get gross 
subtract 10 for each error before dividing by number of minutes. 





Words 


Although you might not have thought 
of it quite like this, there is much 
in common in operating a typewriter 
and in operating an automobile. Both 
will run on and on, with just occa- 
sional help from a trained mechanic; 
and both will run on and on, further 
and further, and with less help from 
the trained mechanic, if the operator 
will give his machine, whichever it 
is, a little daily attention. A good 
pilot or a smart motorist or a neat 
and efficient office worker will make 
the care and feeding of his machine a 
matter of daily routine. 

Most work in attending to a type- 
writer, we are glad to report, comes 
under the heading of good housekeep- 
ing: keep the typewriter clean. There 
are other things that experienced op- 
erators know, of course, such as being 
sure, when parking the machine for 
the night, to release the shift lock 
and to depress the paper release so 
that the rollers do not push against 
the platen all night. But most care 
is keeping the machine clean. 

When you remember that every part 
of your typewriter must be able to 
move ten or a dozen times a second, 
whereas the workings of a watch need 
move only two or three times a second, 
you see that keeping dust and erasure 
grit out of the typewriter is as im- 
portant as keeping the same debris 
out of your wrist watch. So, caring 
for your typewriter starts with keep- 
ing it clean; and that means, first and 
foremost, keeping it covered every 
minute it is not being used. Many 
typists lay a sheet of paper under the 
bail, covering the carriage and the 
open front of the machine, whenever 


‘ 


15 
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Words 


they stop typing; and, of course, every 
typist worthy of the title covers the 
machine when he parks it for lunch 
or for the night. 

Next to the rain of dust in the 
atmosphere, the great enemy of your 
typewriter is the grit that comes 
from erasing. If you always move the 
carriage to the far side so that the 
erasure crumbs fall outside the ma- 
chine, and if you always puff away 
the grit from the machine by blowing 
lightly as you erase, then you can be 
sure your typewriter will stay in bet- 
ter driving condition a lot longer. 
Taking such precautions is as impor- 
tant to the typist as changing the oil 
of an automobile is to the motorist. 

Despite everything you do, however, 
there will be some dirt and dust filter 
into your typewriter. Well, you 
have to get them out. Every week, and 
more frequently if you use soft paper 
or type many stencils, make a thor- 
ough job of cleaning the faces of the 
type bars. Don’t just dab at them; 
work at them vigorously, just as vig- 
orously as you scrub your teeth every 
morning. And, while you are cleaning, 
wiggle a soft brush with a long han- 
dle into every part of the machine 
you can get the brush into and back 
out of without shoving or pulling. 

To be sure, all this means a daily 
chore of work, for perhaps as much as 
two or three consecutive minutes— 
which is roughly the equivalent of 
checking the air pressure in the tires 
or wiping off the windshield of your 
automobile. But you can do it; and 
you resolutely will when you discover 
how much better your machine works. 


319 
327 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written by R. T. McGinnis, General Service Manager, Remington Rand, Inc. 
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TRANSCRIBING 


SPEED 


PRACTICE 





same as the C.T. Test across the page. and it is prot ded so lat vo car 
hance your rate on this word-counted material in the san 


re your speeds of fyp nz from print and 
1 typing 4 
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"That's something I'l] never do, 
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Illustrated by ALICE FISHER 


UCKY 
Girl 


BY C. B. GILFORD 
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THE MOUNTING MAIL PILE 


(Continued from page 9) 








Miss Foster micut have made four folders instead 
of three. In this fourth folder she could have placed 
circular mail and advertising pieces. It is always well 
to separate this type of material from regular corre- 
spondence. 

If Mr. Compton had received a large number of 
interoffice memos, these also might have been sepa- 
rated from the regular mail. However, if such a folder 
is used, very urgent interoffice memos would still be 
placed with the mail that is put into the /mmediate 
Attention folder. 


ANOTHER DEVICE used by many successful secretaries 
is the digest of incoming mail. This helps to give 
employers the highlights of their correspondence at 
a glance. The digest should include the following 
points: the date of the letter, from whom received, 
and a brief statement as to the letter’s contents. If 
some action has been taken on the matter referred to 
in the letter, mention of this should be made in the 
digest and carbon copies of any correspondence 
concerning this action should be attached to the let- 
ter in the folder. 





DIGEST OF MOST IMPORTANT MAIL 


June 1 to June 15, 1954 





All mail has been acknowledged. The following matters require 


prompt attention. Circled items gre URGENT. 


June Wrisley's Vegetables Contract received for full- 
1 page ad, monthly September 
through August. Wants copy 

suggestions. 

6) Teena's Blouses Interested in full-page, four- 
color ad--inside front cover 
only. Report whether avail- 
able. 


Invitation to speak at Sep- 
tember meeting. Acceptance ’ 
must be received by June 18. 


| 9) Advertising Club 


} ll Beauty Aids Canceled their full-page Au- 

gust ad. OK this late? 

@) Roth Realty Company Lease expires August 31. New 

two-year lease--return by 

July 1. Note 10 per cent 
rent increase. 


MAKE YOUR OWN INDEXES 


; And SAVE 56% Typing Time 





The New, Exclusive 


AICO TYPERITE 1X2 EX 


With Pica Spaced Insert Strips! 


Typing Titles Is Easier Typing Is Neater, Cleaner 
For 1,2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist’s time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It's the only Tabbing 
with this feature. 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


AIGNER — 97 Reade St., New York 13, N.Y. 
INDEXES 426 S. Clinton St., Chicago 7, Ill. 











FOR IMPROVEMENT OF NOTES! 
GREGG SHORTHAND CORRECTIVE SLIDE 


Use the “overseer” in your practice for better notes. 
Correct shorthand forms in bright red ink on clear cel- 
lulose acetate, when superimposed on your writing, will 
show every flaw in formation, slant, and proportion. 
Just what you need in your practice on the OGA tests! 


HANDY AID N 


The Shorthand Corrective Slides are available in 

either Anniversary or Simplified Gregg. They are 15c 

each, or $1.50 a dozen. Help yourself to become a better short 
hand writer by ordering a Slide today. 


GREGG MAGAZINES DEPARTMENT 


330 West 42 Street, New York 36, N. Y. 











This is a sample of the type of digest Miss Foster 
might have made for her boss and had waiting for 
him with the correspondence when he returned. 

Notice that the digest is arranged chronologically 
with the most urgent items circled. The actual let- 
ters, however, are placed in the folder according to 
their importance. 

Wherever this digest style has been used, employ- 
ers have praised the procedure highly. 














Read how the Wolf 
rescued Miss Miggins ! 


Especially for you comes 

“Miss Miggins, The Wolf, and 

Red Writing Hood,” a typing tale 
all about saving time, trouble, and 
temper. If you’re a busy 

gal (and we know you are) 

you'll write for this free 

book this very minute. 


417 East Seventh Street—Dept. A 
Cincinnati 1, Ohio 
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OFFICE SHOPPING CENTER 





FINHE EXECUTIVE LOOK. Nothing 
could look nicer than this letter tray 
perched on your desk. And if your boss 
has an extra-spe¢ ial anniversary 
up, this would be the 
brance. Hand bound 


coming 
perfect remem 
with gold tooled 


Leatherlex that genuine-leather look 

the antique grain finish comes in walnut, 
mahogany, ivory to best 
compliment other desk accessories. The 
felt-backed to 


desk surface 


Green, grav Or 


travs aré preserve your 


Really an unusually fine set 


—durable, extremely attractive—in two 
letter accommodations letter size at 
$2.50: legal, at $3.50. From the Redi- 


Record Products Company, 598 Broad- 
way, New York City. 


Blow Hot, Blow Cold. Time Tape and 
Labels were ce signed to know ho ¢ hanges 
in temperature, their original use 
was in hospitals and blood banks. Cer- 
tainly this would be an asset tor labeled 
records 


since 


noninsulated 
These advantages are 


stored in a room. 
now available to 
industry for those records needing quick, 
convenient labeling. The 
handy 


labels come in 
roll-dispensers and require no 
backing paper. The back, coated with a 
unique plastic gum, needs no moistening 
to stick perfectly through all temperature 
changes. The labels peel off easily, how- 
ever; and they shed grease perfectly. You 





may use pen, pencil, or typewriter, even 
have them printed to order. The two 
available forms include the Time Tape, 
a white self-sticking continuous tape from 
%” to 2” wide; and Time Labels, white 
labels with a red border (from % x 1 inch 
to 2 x 3 inches) in roll form. You have a 
choice between hand or table dispensers. 
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By writing to Professional Tape Com- 


pany, Box 41, Riverside, [linois, vou ll 
receive a folder and sample gratis 


Erase-Easy Applicator. Sanford’s X-IT 
one-solution and two-solution ink eradica 
tor is now being distributed with a brand 
new applicator in a new and better bot 
tle. The combination stopper-applicator 
is said to be completely unaftected by 
the fluid. Shaped like a miniature oar, the 
applicator features a ridged tip to control 
the amount of eradicator used. The thin 
edge and flat sides are perfect for erasing 
either broad or narrow 

When the office boy joggles your el- 
bow, you'll thank the Sanford people for 
their nonspill bottle encased in a square, 


areas 





_— 
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ee 


J 9 
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nonrolling metal container. The eradica- 
tor is protected trom light by this metal, 
vet the applicator is 
Very handy! It should be a sure time- 
saver. The Sanford Ink Company, of 
Bellwood, Illinois, maintains distributors 
throughout the country. 


easily accessible. 


Electric Economy. If your work entails 
a mountain of reports, booklets, and en- 
velopes to be stapled every day, for the 
benefit of yourself and your company, in- 


vestigate the fully automatic Staplex. 





With a Staplex, electricity is employed to 
let you sail through your work tirelessly. 
Staples are driven in as fast as you feed 
work to the machine; there is no set time- 
cycle, no hand or foot controls to bother 
with. The proverbial child can operate 
the Staplex without danger of its jamming 
or slipping. Loading couldn’t be simpler. 
Don’t hesitate to write for more details 
and prices from The Staplex Company, 
770-772 Fifth Avenue, Brooklyn 32, 
New York. 


| NS 


THE PRIVATE SECRETARY WHO 
CAN’T TYPE 


(Continued from page 13) 





But what of the plots? Basically, they’re all plausible. 
Naturally they're seasoned with humor, smooth lines 
—and comedy situations. 

Only three days a week does Ann Sothern keep “sec- 
retarial” hours—and then some—for the show is re- 
hearsed and filmed Monday through Wednesday at 
Hollywood's General Service Studios. On those morn- 
ings, Ann is out of her queen-sized bed and has left 
her Beverly Hills home by 6:30 A.M. Her nine-year- 
old daughter “Tish” can sleep on. But not Ann. She 
arrives at General Service promptly at 7 A.M. Be- 
tween then and 9 A.M., when cameras roll, she’s busy 
with grooming. Somehow she finds time to go over 
the script, memorizing any lines that she doesn’t al- 
ready have down pat. 


ANN SOTHERN HAS NEVER PRETENDED that she either 
lives or dresses off-screen like an $80-a-week secre- 
tary. It’s just not in her make-up. As a friend of hers 
admits, “Ann’s glamour. Big glamour. And that’s the 
way she has always been and has always lived since 
her first real Hollywood successes. She likes big jew- 
elry, big cars, big houses, and expensively tailored 
clothes.” 

You'd expect this, because Ann has spent most of 
her life “on-stage.” Her first public appearance was 
as an apt pianist, playing Bach, Beethoven, and 
Brahms. She was just eleven then. Before graduating 
from Minneapolis’s Central High School, she’d won 
first prize three years consecutively for original com- 
positions. 

Ann was a promising composer until a talent scout 
discovered her and suggested she come to New 
York, not as a composer, but as an actress. There 
she appeared in such hits as “America’s Sweetheart” 
and “Of Thee I Sing.” After that came Hollywood— 
“Panama Hattie,” “Lady Be Good,” and others. And, 
finally, her fabulous career as “Maisie,” which grossed 
MGM millions and didn’t hurt Ann’s own bank ac- 
count. In 1947, she broke from the “Maisie” series, 
appeared in such musicals as “April Showers,” “Nancy 
Goes to Rio,” and in the comedy “Letter to Three 
Wives,” an Academy Award winner. 

After a long siege with hospitals and doctors— 
the thing started as a thyroid gland operation and 
developed into serious complications—Ann took on 
the Susie role. It was a part, incidentally, written 
with her especially in mind. 


Wuat or SusAN CAMILLE MCNAMARA’S FUTURE as S€C- 
retary to Peter Sands? Like any efficient, hard-work- 
ing secretary, she’s expecting a promotion—another 
twenty-six weeks before the nation’s viewers. And if 
Nielsen ratings mean anything—and in Television they 
mean everything—she'll get it. 
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MAPTACKS 
__FOR MAPS AND CHARTS | 


SIGNALS 
and MAPT ACKS 
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when records, maps and charts 
Speak for Themselves 
Give voice to your reference files and 
charts with Graffco signals and map- 
tacks. All that tiresome searching and 
wondering is eliminated. You’re free 
for more important things. You know 
just when to remind, to act, to hold off. 
All the facts are at your fingertips. 
You will find all the designs 
and colors you need for detailed 
classification of facts. 





bad Ask your office supply dealer or 
GEORGE B. GRAFF 
COMPANY 
yntrol 54 Washburn Avenue 


Cambridge 40, Massachusetts 











A Time-Saving “DUX”’ 
On Every Desk 


Precision 
Pencil Sharpeners 


in great variety of models including dual 
sharpeners which will speedily sharpen: 
Standard or Jumbo Pencils, soft or hard 
leads, crayons or chalks. Scientifically 
tested, length of points just right to 
lengthen life of all pencils. Spare Blades 
also available at all leading Office Sup- 
ply and Stationery Stores. IDEAL for 
taking shorthand dictation. 


Exclusive Distributors for USA. 


Fred Baumgarten 
675 Cooledge Ave., Atlanta 6, Georgia 














ond typewriter 


1954 


Apsowurely SAFE... 


NO CARBON-TETRACHLORIDE 








with the amazing 
type cleaner... 





Cleans type CLEANER... 
dauber prevents spattering. Non-inflammable. 


Easier! Sturdy 


Slow-evaporating and therefore more econom- 
ical. Make your letters SPARKLE. Save time and 
money. Anyone who has to produce GOOD 
letters will appreciate this reliable dirt-chaser! 
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KLEEN-ALL 


CLEANSING CREAM 







Now packed 
in sturdy, 
beautiful 

r PLASTIC 

For CONTAINERS 


Removing 
* All Hectograph 
* Spirit Carbon 
& Ribbon Stains 
* Mimeograph 
* Multigraph 
* Ball Point Pen 
Ink Stains 


Kleen-All removes stains fast. Leaves 
hands soft and smooth. Does not remove 
or discolor fingernail polish. A 100% 
pure cream—no filler used. Contains no 
impurities which have to be hidden 
with color. The SNOW WHITE cleansing 
cream made solely of cosmetic ingredi- 
ents. Can be used for removing stains 
from clothes. 


Write for free sample on your company or school 
letterhead. 


KRAYER MANUFACTURING CO. INC. 


Elizabeth 1, N. J. 
You can buy Kleen-All through your local stationer. 











© @ TAKES OUT SINGLE LETTERS 


¢ 
~ 


Ny 
¢> SHARPENS IN A JIFFY 


So Alatsde/ 
KLENZO ERASER 


WITH BRUSH 


AT ALL STATIONERS OR WRITE ON YOUR LETTERHEAD FOR 
FREE SAMPLES © BLAISDELL PENCIL CO., BETHAYRES, PA. 














SALTY SECRETARY 


(Continued from page 21) 





ors—rose and black, perhaps, or (as in Pat’s office) a 
woodsy green and warm brown. 

An acoustical ceiling and asphalt-tile flooring cut 
noise to a minimum, making it easier for Pat to con- 
centrate on her complicated dictation and other prob- 
lems. Her bookcase is filled with impressive volumes, 
among them, “Nuevo Diccionario Técnico Comercial,” 
“Ordinances of the City of San Diego,” “Civil Pro- 
cedure and Probate Codes of California,” and similar 
books, to which she often refers for help with her 
complex correspondence. 


PAT NOT ONLY HANDLES Mr. Bate’s dictation, and con- 
siderable routine correspondence that she takes care 
of herself, but she also often takes dictation from the 
mayor. Since Mayor John Butler, along with other 
American mayors, went to Montevideo to attend the 
Inter-American Municipal Congress, he has _ corre- 
sponded with officials of many South and Central 
American countries and the mayors of many of their 
cities. Pat has the responsibility of translating his 
letters to them and their replies. The Spanish language 
offers Pat no difficulty, but when correspondence from 
the Far East or elsewhere stumps her, she will con- 
sult her list of foreign consuls and call on them for 
translations. 

Because Navy installations adjoining the municipal 
wharves are chronically overcrowded, Pat is in fre- 
quent contact with the Navy and Coast Guard. She is 
asked about passenger and freight schedules for buses 
and trains, even for airlines, since the Harbor Depart- 
ment operates the local airport. The department also 
is responsible for the patrol, safety (as from fire), 
and security of citizens along the waterfront. 

But with all her numerous duties, Pat finds time to 
get out and meet people. She attends shippers’ meet- 
ings, both to take notes and to increase her value as 
an assistant. When a new ship comes to port, Pat 
often is the one who goes aboard to get the manifest 
and act as the city’s official greeter. Once in a while 
there is an “affair’—as when, last summer, passengers 
on the “California” were taken to dinner at the famous 
Harbor House, or when some captain entertains 
aboard in honor of his local consul and traders. 


ACROSS HER DESK Pat has faced the financial advisor to 
the Philippine senate and traders from all over the 
world. She remembers particularly a visitor from India 
who, after seeing so much of the world, was still im- 
pressed by the view from her window. 

An office so far from the center of town does have 
one drawback—it’s harder to run in to take advantage 
of a sale during lunch hour. But, when your office is 
built Spanish style, in a rectangle surrounding an 
open patio where flowers bloom and palms wave 
lazily, who wants to rush off, anyway? 
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SLERETARUES SUCCESS STORIES -NO0 F 


The Case 
of the 


Amnspresy 
Banker 


Mr. Jones, the new trust officer, 
frowned at his secretary. 

*“‘Miss Roberts,” he said, “your 
letters would not make a very good 
impression on our customers. Look at 
this—fuzzy characters, smudgy carbon 
copies! Why?” 

“IT think I could tell you, but I'd 
rather show you,” replied Miss 
Roberts. 

And show him she did, too, when 
she brought back the letters, beautifully 
re-typed. 

“All I did was to substitute an 
M & V typewriter ribbon and M & V 
carbon paper for the kind we've been 
getting from our _ stockroom,” she 
explained. 

“Good girl! Get the stockroom on 
the phone for me, please.” 


Tell your office supplier—or your 
purchasing department —that you’d 
like to try M & V carbon papers 
and typewriter ribbons. Or mail 
the coupon today for your free 
samples of M & V carbon paper. 


Carbon 
4 Papers 
and 
Inked 


Ribbons 


© MITTAG & VOLGER, INC. park nioce, new sersey © 
6 Send me free sample sheets of M & V carbon paper. & 
@ I use a____ Regular [] Noiseless) @ 
e Electric [] typewriter and usually make copies. @ 
ae Name & 
& Address ay 
a City stadia Zone State T.s.4 e 
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Abney, Velma O., 
Real estate and _. building 
terms, 45 S, s 
Abrahams, Rollie 
Secretary to Helena Ruben- 
stein, 9 N 
Secretary to Madame Eti- 
quette, 11 M 
Secretary to Rodgers and 
Hammerstein, 115 
She dances during her lunch 
hour, 13 May 
Abuse of company privileges, 


Accessories for efficiency, 28 O 
Adams, Velma, 
The boss's wife, 42 5, s 
Add color to your office, 16 May 
Adding machines, see Meehan 
Agricultural terms, 35 Ju, s 
All about cables, 14 D 
All about money orders, 29S 
All about telegram plus services, 
14 J 
Allen, Sarah, 
For the girl who takes over, 


17 Ju 
The mind-reading typewriter, 
29 O, 8 


Always my valentine, 24 F, s 
And while he is away, 20 N 
Angerer, Marthe J 
Filing in an architect's office, 
14 0 
Another artyped alphabet, 44 O, 
14 D, 40 F 
Are you Miss Payroller, too 
37 N 


Back to beautiful hair, 34 § 
Barker, Bessie M 
The Bosses’ Broom, 48 O 
Barry, Audrey, 
Construction terms, 
iT F. s 
Barth, Ernie, 
It's time to deck the halls, 
22 D 
Beam, Eliana 
You said it, 44 F, s 
Begin at the starting line, 46 F 
Blanchard, Clyde I 
Shorthand is easier, 44 M 
Boggess, Louise 
A Cinderella story, 23 J 
How to change, 24 J 
It can happen to you, 23 J 
What to change, 24 J 
Bolinger, G. Noel 
Begin at the starting line, 
16 F 
Look! listen! learn, 46 D 
Bookkeeping, see 37 N 
Bookkeeping contest, 31 J 
Boss’s Wife, The, 42 S. s 
Bosses’ broom, The, 48 O 
Braymer, Daniel T., 
Electrical engineering terms, 
i J. e@ 
Brennan, Lawrence D 
Secretary at the North Pole, 


9D 

Secretary to Edward R. Mur- 
row, 110 

Secretary to J. Peter Grace, 
or., Ti J 

Star-spangled secretaries, 
18 A 


Brighton, Nell, 
Mostly office lingo, 48 J 
Brown, Shirley, 
Miracles can happen, 40 M, s 
Bruck, Belle, 
Not forever the same,”’ 26 M, 
8 
Bruner, Ruth 
Do you type well, file well, 
follow up well, 17 F 
The time for dreams come 
true, 25 May 
Building terms, 45 S. s 
Burgess, Thornton W 
Excerpt from Letters from 
Famous People, 42 F 
Business has a birthday, 45 N, s 


Cables, see Rae 


Calculators, see Meehan 
Carolan, Isabel T., 
Look down that ladder, 28 A 
Cartoons, 4, 50 S: 3 O; 3 N; 
2D;3I5;3F; 4, 4 M; 5, 48 
May; 3 Ju 
Case of the rhounting mail pile, 
The, 9 Ju 
Charlier, Beth, 
The farmer takes a wife, 39 
May, s 
Chemical engineering terms, 
44N, 8 
Chocolate Town, The, 43 M 
Christmas party, 42 D, s 
Cinderella story, A, 23 J 
Clock-watchers, 46 M 
Competent typist speed tests, 
10 S, 46 O, 40 N, 40 D, 44 J 
42 F, 44 M, 44 A, 44 May, 44 Ju 
Congratulations to the annual 
OGA prize winners, 36 Ju 
Construction terms, 47 F, s 
Copyholders, see Office Shop- 
ping Center 


De Leeuw, Adele, 
The second time, 245, s 

Dear American secretary, 26 A, 
8 

Dickey, Donna, 
Business has a birthday, 45 N, 


Ss 
Job shopper or job-hopper, 
21 A 
Dingman, Stanley T 
It takes more than brains 
13 N 
Dingwall, Janet, 
What it’s like to be a secre- 
tary in advertising, 13 N 
Ditto, see Michaels 
Do it gracefully, 205 
Do you type well, file well, 
follow up well, 17 F 
Dog days, 28 J, s 
Don't forget your eyebrows, 
38 O 


Electrical engineering terms, 
a J, 8 
Employee grievances, 17 J 
Englebarat, Stanley, 
Secretary to the secretary 
11 A 
English for transcribers, see 
Hutchinson 
Evans, Evelyn, 
How to rate a raise, 18 F 
Spruce-up time in the office 
27 May 
‘Executive Suite,” 8 Ju 


Famous Painter and Person 
ality, 45 D, s 

Farmer takes a wffe, The, 
39 May, s 

Fashion, 
Accent on accessories, 39 J 
Blouses, 34 J 
from top to toe, 32 M 
For Christmas belles, 32 D 
Give yourself a valentine, 30 F 
Less simmer this summer, 

28 Ju 

prelude to summer, 32 May 
So right for fall, 36 O 
So you want a new coat, 30 N 
Something for September, 328 
tailored for success, 30 A 


Favorite Vacation Spot, A, 41 F 


File and forget dept., 56 S- 
May, 54 Ju, s 

File your packing problems 
30 Ju 

Filing, see Angerer, Gross 

Filing at Coca-Cola, 12 F 

Filing at the U.N., 12 D 

Filing in an architect's office, 
140 

Filing tip of the year, 45 O, s 

Finding a life work, 46 F 

Five o'clock, plus, 14 N 

Flash Reading, 39 S, 43 O, 42 N, 
15 D, 46 J, 41 F, 43 M, 47 A 
16 May 

For Christmas belles, 32 D 


For the girl who takes over, 

17 Ju 
Fountain pen care, 8 J 
French, Marion Flood, 

One big happy family, 42 J, s 
Fresh beginnings, 41 A 
Frosch, Adrienne 

Hold the phone, 22 J 

Turn to your telephone, 15 M 

Who's got the button, 1858 

Your transcription ears, 23 Ju 


General’s secretary, A, 38 N, 8 
Getting him off, 19 N 
Gilford, C. B., 
Lucky girl, 46 Ju, s 
Girl who felt sorry for sales- 
men, The, 24 Ju, 8 
Girl who was appointed super- 
visor, 23 D 
Glossary, 56 S-May, 54 Ju, 8 
Gone until four, 14 A 
Good employee morale, 21 N 
Good looks section, 31 S, 35 O, 
29 N, 31 D, 33 J, 29 F, 31 M, 
29 A, 31 May, 27 Ju; see also 
fashion, grooming 
Good shorthand style, 27 S 
Gould, Florence B., 
Quick relief for new-job jit- 
ters, 23 A 
Grammar, see Hutchinson 
Greenbaum, Anne, 
Operation Miss Minerva, 
i6 S, s 
Gregg awards, 32 J; see also 
Competent typist tests, OAT 
and OGA tests, Ulrich 
Grooming, see¢ Whitcomb 
Gross, Marthe 
Accessories for efficiene 7s 28 O 
Filing at Coca-Cola, 12 F 
Filing at the U. N., 12 D 
New styles in desks, 26 O 
Your desk—Pet or pet peeve, 
25 O 


Growing on the job, 20 M 


Handling the boss's personal 

finances, 21 8 

Happy holly-days, 20 D 
Harris, Beverly, 

So sorry, Mr. Clark!’’ 28 

May, s 
Henry, Lorna 
Story behind the story in Hol- 
lywood, 16 D 
High style in letters, 18 Ju 
Hill, Everett W.., 
The scissors grinder, 445 
Hilsenrad, Margit, 

Dear American secretary, 24 

A, 8 
Hochstein, Rolaine 

The saga of Gwendolyn’'s 

desk, 26 May 
Hoc king, M H ° 
Secretary to sidewalk santas, 
24 D, s 

Hold the phone, 22 J 

Host City of the Nation, 47 A, s 

How to add on a ‘‘key-driven 
calculator,’’ 18 J 

How to change, 24 J 

How to determine grain direc- 
tion of paper, 23 F 

How to handle the problem dic- 

tator, 15 S, 19 O, 12 N, 15 D, 

27 J. 14 F, 14 M, 16 A, 20 May, 

22 Ju 

How to rate a raise, 18 F 
How's your typing, 43 N 
Huck, Virginia, 

What it's like to be a secre 

tary in personnel, 15 F 
Hutchinson, E. Lillian, 

Words, 30 S, 24 O, 16 N, 30 D, 
26 J, 37 F, 25 M, 37 A, 23 
May; see also Tessie asks 
the experts 


In the interest of justice, 38 A, s 
Is your boss the commentator 
type, 15 D; a fogbound dic 
tator, 14 M;: last-minute dic- 
tator, 20 May; lending-library 
type, 16 A; lover of clichés 


TODAY’S SECRETARY @ June, 1954 


Code: 
The capitals after page num- 
bers refer to month of issue. 
Shorthand entries are itali- 
cized. 


14 F; name spouter, 15 S; 
sesquipedalian, 12 N; short- 
spurt dictator, 19 O; stenog- 
rapher's little helper, 27 J; 
tenderfoot dictator, 22 Ju 

It can happen to you, 23 J 

It takes more than brains, 43 N 

It's easy to memorize phone 
numbers, 55 J 

It's fun to work at Mutual Life, 
20 O 

It's spring, 25 May 


Job hunter's handbook, 
Job shopper or job-hopper, 
21 A 
Preinterview check list, 22 A 
Quick relief for new-job jit- 
ters, 23 A 
Joseph, James, 
Miracles can happen, 40 M, s 
She's on the side of the law, 
20 J 
Story behind the story in Hol- 
lywood, 16 D 
The private secretary who 
can't type, 11 Ju 
Just a Mutt, 408 


Keys to fortune, 46 D, 46 F 
Krause, Ruthetta, 
That common sheet of paper, 


22 F 


Lady in distress, 24 N, s 
Lady with the lamp, The, 42 N 
Leffingwell, Elsie, 

Chicago, Illinois, 47 A 

Cronin, A. J., 39 8 

Eisenhower, Mamie, 43 O 

Hershey, Pa i3 M 

New York City, 41 F 

Nightingale, Florence, 42 N 

Sandburg, Carl, 46 J 

United Nations Headquarters, 

16 May 

Whistler, James McNeil, 45 D 
La Sota, Adam, 

Agricultural terms, 35 Ju, s 
Less simmer this summer, 28 Ju 
Lloyd, Dr. Alan C 

High style in letters, 18 Ju 

Oh! the new typewriters, 24 A 

Also Tessie asks the experts 
Longer life for your corsage, A, 

17 M 
Longer life for your hosiery, 

34 May 
Look! Listen! Learn!, 46 D 
Look down that ladder, 28 A 
Lucky girl, 46 Ju, s 
Ludwig, Constance Halpin 

Lady in distress, 24 N, s 

A survey of personal services, 

19 § 


MacRoberts, Nancy 
The girl who felt sorry for 
salesmen, 24 Ju, s 
Making travel reservations, 18 N 
Man with two careers, The 
39 S, s 
Master surgery, 22 N 
McDougall, Fanny, 
Vacation with double pay, 4Ju 
Meehan, Dr. James R., 
How to add on a ‘‘key-driven 
calculator,”’ 18 J 
Meet ex-secretary Dorothy 
Bond, 16 $ 
Meet My Mamie, 43 0. s 
Meet the mimeo kid, 16 M 
Mereness, Ann 
Preinterview check list, 22 A 
Typing high, 18 D 
Typing paper with eras 
appeal, 24 May 
See also, Office Shopping Cen 
ter 
Merry Christmas Deck the 
halls, 22 D 
Michaels, Loid 
Master surgery, 22 N 
150 copies, quick, 22 O 
Mile-a-minute steno, 18 M 
Miller, Susan, 


vt 
Ut 











Parachute, 47 D, s 
Mimeograph, see Straub 
Mind-reading typewriter, The, 

29. O. $8 
Minutes by the hour, 15 J 
Miracles can happen 40 M, s 
Money orders, see Rae 
Mostly office lingo, 48 J 
Mueller, Beata, 

Want to be a secretary in 

India, 18 May 
Multiplying is easy, too, 19 J 


National secretaries’ week, 21 
May 
Nelson, Joan 
Add color to your office, 16 
May 
New styles in desks, 26 O 
New transcription speed 
awards, 29 M 
“Not forever the same,” 26 M, s 
November observances and holy 
days, 43 N 
Noyes, Marion, 
Happy holly-days, 20 D 
Secretary to Bennett Cerf, 9 F 
She dances during her lunch 
hour, 13 May 
The two shortest weeks in the 
year, 14 Ju 


OAT tests, junior, 44 S, 48 O, 
43 N, 46 D, 47 J. 46 F, 42 M, 
13 A, 43 May, 43 Ju 

OAT tests, senior, 44 S, 48 O, 
43 N, 46 D, 47 J, 46 F, 42 M, 
13 A, 43 May, 43 Ju 

Office equipment and supplies, 
see Angerer, Frosch, Gross 
Krause; also Office Shopping 
Center 

Office shopping center, 54 S, 
19 O, 49 N, 50 D,' 53 J, 50 F, 
51 M, 53 A, 51 May, 50 Ju 

OGA contest, announcement, 28 
D: copy, 28 D, 49 F:; report, 
36 Ju: winners, 38 Ju 

OGA membership tests, 28 5S, 
32 O, 28 N, 28 D, 32 J, 28 F, 
30 M, 42 A, 42 May, 42 Ju 

OGA tests, junior, 28 S, 32 O, 
28 N, 48 D, 32 J. 28 F, 30 M, 
42 A, 42 May, 42 Ju 

Oh! the new typewriters, 24 A 

On friendly relations, 33 O, s 

One big happy family, 42 J. s 

One girl was promoted, 20 F 

150 copies, quick, 22 O 

Operation Miss Minerva, 46 S, s 

Osborne, Mary, 

A general's secretary, 38 N, s 

Our robin family, 44 May 


Paper, see Krause, Mereness 

Paquin, Emma R., 
In the interest of justice, 38 

ee 

Parachute, 47 D. s 

Patterned for today's secretary, 
38 S, 42 O, 36 N. 39 D, 38 J, 
36 F, 36 M, 36 A, 38 May, 34 Ju 

Personal services, A survey of 
198 

Picture stories, 200, 14N,14A 

Planning his itinerary, 17 N 

Poet and biographer—One-time 
secretary, 46 J, s 

Pointers for practicing the OGA 
tests, 28 N, 28 F 

Practice brings prizes, 27 F 

Preinterview check list, 22 A 

Prelude to summer, 32 May 

Private secretary who can't 
type, The, 11 Ju 

Problem Dictator, 15 S, 19 O, 
12 N, 15 D, 27 J, 14 F, 14 M, 
16 A, 20 May, 9 Ju 

Public relations, 20 A 

Publishing and printing terms, 
49 D, 8 

Pugmire, Cecil G., 
The test, 49 J, s 

Punctuation, see Hutchinson, 
Tessie asks the experts 

Punctuation spacing rules, 43 A 


Questionnaire on your efficien- 
cy, 17 F 

Quick relief for new-job jitters, 
23 A 

Rae, Isabel B., 


56 


All about cables, 14 D 
All about money orders, 29 5 
All about telegram plus sery 
ices, 14 J 

Ready for advancement, 17 F 

Real estate and building terms, 
5S, s 

Rogers, Susan M 
Meet ex-secretary 
Bond, 1685 

Rosenberg, R Robert, see 
Tessie asks the experts 

Roth, Isabelle A, 
It's easy to memorize phone 
numbers, 55 J 

Rothacker, Howard, 
Another artyped alphabet, 44 
O, 44 D 

Russell, Virginia, 
Always my valentine, 24 F, s 
Christmas party, 42 D, s 


Dorothy 


Saga of Gwendolyn’s desk, The, 
26 May 
Salary picture for secretaries, 
The, 24 M 
Salty secretary, 20 Ju 
Scissors grinder, The, 44S 
Scott, Gladys Guilford, 
Clock-watchers, 46 M 
Scott, Richard C., 
Textile terms, 46 A, s 
Second time, The, 24S, s 
Secret of serenity, 44 S 
Secretarial news, 27 D, 26 F 
Secretaries Handbook, 
Cinderella story, 23 J 
It's spring, 25 May 
Job hunter's handbook, 21 A 
Ready for advancement, 17 F 
Things you do for your boss, 
19 $ 
When the boss takes a trip, 
17 N 
White-collar Christmas, 19 D 
Winning promotions, 2i M 
Your desk, 25 O 
Secretary at the North Pole, 9 D 
Secretary in advertising, 13 N 
Secretary in personnel, 15 F 
Secretary to 
Arthur and Kathryn Murray 
13 May 
Bennett Cerf, 9 F 
Edward R. Murrow, 11 O 
Emily Post, 11 M 
Helena Rubinstein, 9 N 
J. Peter Grace, Jr., 11 J 
Madame Etiquette, 11 M 
Oveta Culp Hobby, 11 A 
Rodgers and Hammerstein, 
118 
Sidewalk santas, 24 D 
The secretary, 11 A 
Traffic manager, 17 O 
Shaw, Anna Howard, 
The story of a pioneer, 46 O 
She dances during her lunch 
hour, 13 May 
She's on the side of the law, 
20 J 
Shorthand, see Ulrich, Zoubek 
in Tessie asks the experts 
Shorthand awards, 31 O 
Shorthand is easier, 44 M 
Shorthand reading speed drills, 
39 S, 43 O, 42 N, 45 D, 46 J, 
41°F, 43 M, 47 A, 46 May 
Singing secretary, The, 38 F, s 
Slattery, Catherine Anne, 
Publishing and printing 
terms, 49 D, s 
So right for fall, 36 O 
“So sorry, Mr. Clark!’ 28 May, 
8 
So you want a new coat, 30 N 
So you want to work abroad, 
17 A 
So you'd like to be a super- 
visor, 23 S$ 
Something for September, 32S 
Something new for New Year, 
47 J 
Spelling, see Hutchinson, also 
Tessie asks the experts 
Spring fervor, 41 May 
Spruce-up time in the office, 
27 May 
Star-spangled secretaries, 18 A 
Start a training program, 22 
May 
Statement of ownership, man- 
agement, and circulation, 52 N 


TODAY’S SECRE 


Stewart, Marie M 


Is your boss the commentator 
type. 15 D 
fogbound dictator, 14 M 
last-minute dictator, 20 May 
lending-library type, 16 A 
lover of clichés, 14 F 
name spouter, 15 5 
sesquipedalian, 12 N 
short-spurt dictator, 19 O 
stenographer's little helper, 
27 J 
tenderfoot dictator, 22 Ju 
Story behind the story in Holly- 
wood, 16 D 
Story of a pioneer, The, 46 O 
Straub, Lura Lynn, 
Meet the mimeo kid, 16 M 
Strony, Madeline 8S. 
Abuse of company privileges, 
21 F 
Case of the mounting mail 
pile, The, 9 Ju 
Employee grievances, 17 J 
Girl who was appointed super- 
visor, 23 D 
Good employee morale, 21 N 
Growing on the job, 20 M 
Public relations, 20 A 
So you'd like to be a super- 
visor, 23 5S 


Start a training program, 22 
May 

Women supervisors’ Bah! 
i6 O 


See also Tessie asks experts 
Sublette, Margaret, 
Dog days, 28 J. s 
Supervisor, see Strony 
Surveys, 
Personal services, 19 8 
Salaries, 24 M 
Szylwin, Lee, 
Chemical engineering terms, 
14 N. 8 


Teachers, please note, 30 M 
Technical terms in Gregg Sim- 
plified, 45 S, 44 N, 49 D, 41 J, 
47 F, 46 A, 35 Ju 
Telegraph services, 46 D; also 
see Rae 
Telephones, see Frosch 
Ten tips for better wear, 35 May 
Tessie asks the experts, 6 S, 
60,4N,4D,4J, 4F, 6 M, 
6 A, 6 May, 6 Ju 
Tessie goes shopping. 36 S, 40 O, 
34 N. 36 D, 40 J, 34 F, 38 M, 
34 A, 36 May, 32 Ju 
Test, The, 49 J, 8 
Textile terms, 46 A, s 
That common sheet of paper, 
22 F 
Their windows say 
Christmas,"’ 19 D 
Things you do for your boss, 
The, 20S 
Time for dreams come true, The 
25 May 
Transcrioing machines, see 
Frosch 
Transcribing speed _ practice, 
41 S, 47 O, 41 N, 41 D, 45 J 
13 F, 45 M, 45 A, 45 May, 45 Ju 
Trumper, Elizabeth F., 
Do it gracefully, 20 S 
Handling the boss's confi- 
dential finances, 21 5 
Things you do for your boss, 
20 8 
When the boss takes a trip, 
17 N 
When you go shopping for 
him, 228 
Winning promotions, 21 M 
Turn to your telephone, 15 M 
Two shortest weeks in the year, 
The, 14 Ju 
Typewriters and typing, see 
Lloyd, Mereness, Tessie asks 
the experts 
Typing awards, 27 N 
Typing designs, see Rothacker 
Typing high, 18 D 
Typing paper with erase-appeal, 
24 May 


‘“Merry 


Ulrich, Florence Elaine, 
Awards, 32 J 
Bookkeeping contest, 31 J 
Congratulations to the annual 
OGA prize winners, 36 Ju 
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Fresh beginnings, 41 A 

Good shorthand style, 27 5 

International OGA contest, 28 
D, 36 Ju 

New transcription speed 
awards, 29 M 

Pointers for practicing the 
OGA tests, 28 F 

Practice brings prizes, 27 F 

Shorthand awards, 31 O 

Spring fervor, 41 May 

Typing awards, 27 N 

United Nations Headquarters, 
16 May 


Vacations with double pay, 4 Ju 
Valentryu, Duane, 
The singing secretary, 38 F, s 


Want to be a secretary in India, 

18 May 
Waterman, Helen 

One girl was promoted, 20 F 

Salty secretary, 20 Ju 

So you want to work abroad 

16 A 
Their windows say 
Christmas,’’ 19 D 
What it’s like to be a secre- 
tary to a traffic manager, 
17 O 
Waters, Wanda, 
On friendly relations, 33 O, s 
Western Union offices and agen- 
cies abroad, 46 D 
What it’s like to be a secretary 
in advertising, 13 N 
in personnel, 15 F 
to a traffic manager, 17 O 
What to change, 24 J 
When and how to ask for a rais¢ 
or promotion, 22 M 
When the boss takes a trip 
17 N 
When you go shopping for him, 
22S 
When you should say ‘‘no,”’ 23 
M 
When you're boss, 23 8S, 16 O, 
AN, 2D, 175, 2, @ Ge, 
20 A, 22 May 
Whitcomb, Helen 
Add beauty to your bath, 32 F 
Back to beautiful hair, 34 S 
Beauty footnotes, 32 N 
Don't forget your eyebrows 
38 O 

Less simmer this summer, 
28 Ju 

Longer life for your hosiery 
34 May 

Make the most of your Christ- 
mas perfume, 34 D 

New face for spring, A, 34 M 

New you for a new year, A, 
36 J 

“Well put 
The, 32 A 

Whitcomb, John P., 

Mile-a-minute steno, 18 M 
White, Jerry, 

Five o'clock, plus, 14 N 

Gone until four, 14 A 
White-collar Christmas, 19 D 
Whitman, Lydia, 

Our robin family, 44 May 
Who's got the button, 188 
Why take shorthand, 43 May 
Wilson, Evelyn F., 

Filing tip of the year, 45 0 

Minutes by the hour, 15 J 
Winning promotions, 21 M 
Women supervisors? Bah! 16 O 
Words—just teasers, 30 S, 24 O, 

16 N, 30 D, 26 J, 37 F, 25 M, 

37 A, 23 May 
Words can be teasers, 23 May 
World Capital, The, 46 May 
Writing for hotel reservations 

18 N 


“Merry 


together’’ look, 


You have to know 
All about cables, 14 D 
All about money orders, 29 § 
All about telegram plus serv- 

ices, 14 J 

You said it, 44 F, s 

Your desk—pet or pet peeve, 
25 0 

Your transcription ears, 23 Ju 


Zoubek, Charles E., see Tessie 
asks the experts 


O 


16 O 
40 
5 M 


Ly 


ions 


29S 


3erv- 


. Ju 


essie 





ME: 


BOSS: 


ME: 


BOSS: 


ME: 


BOSS: 


ME: 


BOSS: 


ME: 


“So I told the boss 





what 1 cent a day would mean to me...” 


I’ll get more fun out of typing. My letters will look 
wonderful. 

Do you mean that’s what a new Royal Standard 
will do for you? 

Check. And think how good the other gals will 
feel, if they get new Royal Standards, too! 

Yes, they'll have higher morale, and we'll have bet- 
ter employee relations. I like to encourage that. 
Besides, you’re in on this deal, too. New Royals 
will turn out letters you'll be proud to sign—the 
neatest, cleanest-cut salesmen you ever saw. 

O. K. So I buy new Royal Standards. What’s this 
l-cent-a-day story, anyhow? 

As the Royal man said, about 1 cent a day is all it 
costs to trade in our typewriters at five years in- 
stead of at ten. 

Well, let’s have the Royal man around and hear 
the rest of the story. By the way, you're quite a 
Royal salesman yourself. 

Why not? Royal Standard is preferred two and a 
half to one in business by people like me. . . those 
who type. 





STANDARD ELECTRIC 
PORTABLE 


Roytype Business Supplies 





UYAL 


Your local Royal Representative will bring a new Royal 
to your office and explain the details of the 1-cent-a-day 
story. Royal Typewriter Company, Inc., 2 Park Avenue, 
New York 16, New York. 


Call your Royal Representative (He's listed in the Classified Telephone Directory! 
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ye PRIZE WINNERS 
i IN THE 1953-1954 Gslerbrook 


> NATIONAL GREGG SHORTHAND CONTEST 





The Nation’s Best Classes...as determined by the contest judges 


School City Teacher 
HIGH SCHOOL DIVISION (Class !) 
First Prize Edina-Morningside High School Edina, Minn. Ardyce H. LaPray 
Second Prize Levelland High School Levelland, Texas Vera T. Ownbey 
HIGH SCHOOL DIVISION (Class Il) 
First Prize St. Stanislaus Kostka High School Chicago, Ill. Sister Mary Sebastian 
Second Prize Pius XI High School Milwaukee, Wis. Sister M. Nicoline, O.S.F. 
COLLEGIATE DIVISION (Class 1) 
First Prize State Teachers College at Salem Salem, Mass. Beatrice Witham 
Second Prize Eastern Illinois State College Charleston, Ill. James M. Thompson 
COLLEGIATE DIVISION (Class Il) 
First Prize Alleman School Rock Island, Ill. Sister Mary Felicite, B.V.M, 
Second Prize Emily Griffith Opportunity School Denver, Colo. Lois M. Mergelman 


Our heartiest congratulations to the winners on their Gregg 
proficiency. Our sincere appreciation, too, to the thousands 
of students and their teachers who participated in 

this nation-wide contest. 


A new 1954-55 Gregg Shorthand Contest will be announced 
by Esterbrook this fall. Watch the Esterbrook ads in 
this magazine for complete details and entry blank. 






TO SELECT 
OR REPLACE... Or write to the Gregg Contest Manager, care of 
aan iy ” The Esterbrook Pen Company, Camden 1, New Jersey 


Gsterbrook 


THE GREGG-APPROVED PEN 
WITH THE INSTANTLY RENEWABLE POINT 











